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"The School-Community Cookbook is a must for all citizens who care about the
success of our schools and want to make a meaningful contribution of their
time and talents. Both the first-time volunteer and the seasoned school
partner will find this book to be a valuable resource.”

Nancy Grasmick
Maryland State Superintendent of Schools

"As a community, we must all do our part to ensure that youngsters achieve
their full potential as educated citizens and future leaders. Whether you are
a teacher, parent, grandparent, community volunteer, member of a house of
worship, businessperson, or interested citizen, The School-Community Cookbook
contains practical and easy-to-use "recipes” that will get you involved in a
school activity that’s right for you."

Walter G. Amprey
Superintendent of Public Instruction
Baltimore City Public Schoois

"The ideas and illustrations contained in this book are very compatible with
our efforts in the Baltimore County Public Schools to involve as many people
as possible in the process of public education. As the age profile in our
society continues to show a greater generation gap, we must find means to
involve more people who do not have a direct public school connection. The
School-Community Cookbook contains many practical ideas for making this
involvement effective and meaningful.”

Robert Y. Dubel
Superintendent of Public Instruction
Baltimore County Public Schools

"The reasons for the business community’s continuing interest in improving
our schools are selfish ones -- our very survival depends on having smart
workers and smart consumers. We can achieve that goal only by having all
elements of the community working together. The School-Community Cookbook
shows in very practical ways how to blend the right ingredients in the right
amounts to make truly memorable partnerships."

Robert Keller
President
Greater Baltimore Committee
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REGISTRATION CARD _ [

. IMPORTANT!
Ymmpomtothefoﬂowingqtmﬁmswiﬂ idpnstopmvide:

PLEASE TYPE OR PRINT

NAME

TITLE/AFFILIATION....

Zip

PHONE (Home) (Work) (FAX)

What is your primary role on the school-community scene? (Check one category)

[ ]School Administrator [ ] Teacher [ ] Other School Employee
[ } Community Organizer [ ] Businessperson [ ] Parent
[ ] Public/Private Agency Rep. [ ] Other (please specify)

What is the name of the school and schooi district in which you work or volunteer?

SCHOOL NAME(S):

SCHOOL DISTRICT(S):

Which of the following topics or issues do you consider to be most useful to your school and/or community?
Select up to three (3) responses. Place a "1" in the box of your highest priority, followed by a "2" and "3" for
your next highest prioritics. (Please read the entire list first. Select a maximum of 3 responses)

] Parent Involvement [] Community Invoivement

Public Relations ] Community Service
] Volunteering [ ] Fund Raising

[ (] [

[ [ ] Grant Writing [ ] Student Recruitment
[ ] Alumni Relations [ ] Mentoring [ ] Race Reiations [ ] Business Partnerships
[ ] Parent Literacy [ ] Legislative Action [ ] School Pride [ ] Strategic Planning

[ ] Student Advocacy [ ] Program Evaluation [ ] Budgeting/Finance { ] University Relations
[ ] Other (please specify)

For each priority that you selected above, please indicate the type of assistance that you think wouid be most
beneficial to your school/community group. (Please check one box in each column)

TYPE OF ASSISTANCE PRIORITY #1 PRIORITY #2 PRIORITY #3
Workshops and seminars [] [] []
Help with setting up programs [1] [] []
Literature and other information [] [] {]
Consultation with experts [] [] []

Do you have a recipe that you would like to contribute to future editions of the Cookbook? Please indicate the
topic below. You will be contacted!

TOPIC:




Carl S. Hyman
The School-Community Cookbook
% The Fund for Educational Excellence
605 North Eutaw Street
Baltimore, Maryland 21201
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Foreword
by Governor William Donald Schaefer

Last night the mercury hovered around 10 degrees. I was troubled by the number of people
who would be sleeping in alleys and on steam grates. State and local resources had been
stretched and stretched. Shelters were crowded. In Baltimore, the MTA buses were filled
to capacity with folks looking for space in a shelter. Later in the evening, on the 11 o’clock
news, I heard about extraordinary people who has collected blankets and warm clothing
from their neighbors and distributed them to people on the streets. One couple went out
and purchased new blankets to give away. And, one woman who used to be homeless
opened her home to several people who are currently homeless.

Now what does this have to do with The School-Community Cookbook? 1t proves that one
person can make a difference! Some people are alive this morning because they had an
extra blanket for protection last night. Your involvement with a school may save a life -- in
a different way. You could influence a restless teenager to go to school, graduate, and
prepare for productive employment. You could inspire a middle school student to say "no"
to drugs or alcohol and prevent a miserable lifelong cycle of substance abuse. You could

convince a 16-year old unwed mother to return to school and improve the future for two
young people.

There are many ways that you can share a part of yourself with schools and students. For
a little more than a year, the members of my Cabinet and I have had a partnership with
Laurel High School in Prince George’s County. Cabinet members meet regularly with
groups of students. Sometimes they talk about the State or what’s happening in their
agencies. Sometimes they talk about the world. But they also spend a lot of time listening
to what students have to say. Everyone who goes to Laurel High School wants to go back.
I go back every few months. And every visit to Laurel prompts more good ideas for
partnerships with their surrounding community and all around the state. Once you get
partnerships started, they grow. When people start getting together to work on a common
interest, it is almost impossible to predict how many exciting, new ideas will come up.

My best advice is to get started NOW. Keep track of all those good ideas, but just tackle one
or two of them in the beginning. When those are underway, pick another one or two. With
all the ideas in The School-Community Cookbook, you will be busy.

Good luck!
William Donald Schaefer
Governor of Maryland
January 17, 1992




Foreword
by Mayor Kurt L. Schmoke

As Mayor of Baltimore for the past five years, I have become more convinced than ever that
education is the path to urban revitalization in the 1990s. Strong public schools ensure a
well educated work force, which in turn strengthens the city’s economic base. And through

education, we can provide young people with positive alternatives to early parenthood,
substance abuse, and crime.

Yet I am also aware that many city schools are struggling to relate to a society and a student
population that no longer exist. For many young people today, the traditional networks of
support -- neighborhood schools, social and religious organizations, health care programs,
and perhaps most importantly, the family -- are weakened, or have disappeared.

Recognizing that education must now involve more than conventional instruction, we have
to radically rethink the way schools currently do business. In Baltimore, we have initiated
a community-based approach to education, making schools the anchors in each
neighborhood. This new strategy involves parents, community groups, churches, and local
businesses; stresses decision-making at the school level; and with the help of city agencies,
brings much needed health and other services to the schoolhouse setting.

Transforming our schools into the pivotal institutions of a community is a major challenge,
and we need all the inspiration and practical advice we can get. I think The School-
Community Cookbook serves in both capacities. It challenges all of us to get involved, and
offers practical advice on a wide range of school and community projects. Learn how to
become a mentor, organize a toddler fair, develop a school-business partnership, write a
grant for a new playground, or start a community service program.

By encouraging parents, communi.y groups, and businesses to share the responsibility for the
well-being of our young people, The School-Community Cookbook is making an important
contribution to the community-based approach to education. So I urge you to read it. Use
it. And get involved. Join me in the challenge to convert our schools into institutions that
address the real needs of today’s students, as well as the community as a whole.
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INTRODUCTION

There is no better way to start a cookbook
than to say that we all must wake up and
smell the coffee! Schools are changing in
order to prepare our youngsters for life in
the 21st century, and all of us will need to
lend a helping hand.

By the time your child, gruadchild, or
young next door neighbor graduates from
high school, he or she will probably need
to use a computer, speak in a foreign
langnage, and face many challenges and
opportunities that we can’'t even
comprehend today. Will the kids be ready?
If you've ever read the newspapers or
listened to the radio, you’d probably say
nol!

So, what’s the problem? That is not an
easy question, and there are no easy
answers. However, one thing is certain:
as a parent, teacher, volunteer, business
person, or community activist, you have a
personal stake in school improvement.

There is no doubt about it -- research
shows that if schools are to improve, the
whole community -- parents, teachers,
community groups, houses of worship,
grandparents, and you -- must be actively
involved in the process. Is this idea new?
According to Dr. Willilam H. Lemmel,
former Superintendent of Public
Instruction in Baltimore...

One of the greatest needs of public

education...is to recapture, in a

practical way, the close and

intimate relationship between the

school and the parents, between the

school and the total community.

. If this relationship is to be

o)
9D

effective, it must not be superficial;
the community must be part of the
school and the school a part of the
community.

He said that in 1948. So, where (and
when!) do we start?

Well, today is your lucky day, because
schools cannot survive by reading, writing,
and arithmetic alone. They also need
money, tutors, advocates, beautification
projects, mentors, publicity, playgrounds,
alumni support, colleges and universities,

grants, and other community services.
And they need you to help get them. And
that’'s what the School-Community

~ Cookbook is all about!

WHAT IS THE
SCHOOL-
COMMUNITY
COOKBOOK

"

[ ]

Simply put, the
School Community
Cookbook is a
manual on how to conduct successful
projects that will benefit schools even if
you have no experience!

Can you cook? That is, after you learn
about the ingredients, can you follow a
recipe and prepare a meal? If so, the
School-Community Cookbook is for you.

This manual is organized just like a
regular old cookbook. First, we tell you
some things that you need to know about
the ingredients -- the people who will help




you get the job done. Teachess, parents,
volunteers, administrators, and community
activists are the types of ingredients you’ll
need to know about in order to get cookin’
on a school project. We tell you who they
are, what makes them tick, and how to get
them to help you.

Next, we offer you a host of recipes, or
actual step-by-step instructions on how to
use these ingredients to raise funds,
increase parent involvement, get and keep
volunteers, enhance race and ethnic
relations, conduct community service
projects, and so forth.

Finally, we provide you with some other
foods for thought, such as how to evaluate
a project, and how to be a good advocate
for both kids and schools. A list of where
to go for extra help is also provided.

...Schools cannot survive by reading,
writing, and arithmetic alone. They
also need money, tutors, advocates,
beautification projects, mentors,
publicity, playgrounds, alumni
support, colleges and universities,
grants, and other community
services. And they need you to help
get them.

Best of all, the Cookbook was written by
some of the best "cooks" around. Each
ingredient and recipe was contributed by
an individual who has experience
conducting the projects they describe, and
who wanted to share their successes with
you.

xii

WHO SHOULD USE THIS BOOK?

The Cookbook has been written for those
who wish to conduct projects to improve
schools. Whether you are a retired citizen
who hasn’t been in a school for 50 years,
an experienced classroom teacher, a
community association member, a parent,
the neighborhood shoe store owner, or the
president of a bank, there is something in
the Cookbook for you.

While some of the chapters are specifically
geared to teachers, parents, and
community activists, most, if not all,
recipes can be adapted for use by anyone
who is interested in getting involved.
YOU are the cook.

The Cookbook is a manual and a reference
book. And there are recipes for every
appetite. Many chapters will be appealing
to you, others will provide interesting food
for thought, and others will be completely
irrelevant to your situation. Itis important
to understand that this book is not a novel
to be read from cover to cover. Rather, it
is designed so you can easily pick and
choose programs and issues that are
interesting to you. The Table of Contents
is your guide to selecting topics of interest.

The Ingredients section will heip you
understand how to work effectively with
different groups of people who are the
major "stakeholders" on the school-
community scene. Like a dictionary, the
ingredients define the attributes,
characteristics, and special quirks of the
people who will be important to have on
board when conducting your special event
or program. Consult this section often; it
will help you to determine how your

14




recipe may turn out!

The Recipe section has been designed to
provide you with step-by-step guideposts
for successful planning and
implementation of your project. Again,
YOU ARE THE COOK. Just as you may
be inclined to add a little more salt and
pepper to your special dish, you may be
similarly inclined to be more liberal in
your use of certain school ingredients (i.e.,
more teachers, more parents, etc.) in
YOUR project. Go for it!

Other Foods for Thought is a very
important section that should be read by
all. Topics such as how to conduct a
project evaluation and how to advocate for
children are related to everything you do

in the school. That’s why they're called
foods for thought.

The School-Community Cookbook can’t
possibly tell you everything you’ll need to
know about every topic. That’s why we’ve
included a Resources section. Many
excellent books and periodicals exist that
will help you expand your knowledge on a
particular topic. Many agencies in your
community are eager to help you. Use
them.

Finally, don’t forget the REGISTRATION
CARD!! By completing and mailing this
self-addressed post card, you will be able
to receive new recipes, and join in a
network of other important school "chefs."
Please mail it in today.




SECTION A
The Main Ingredients:

People on the School-Community Scene... Their Roles,
Responsibilities, and Influences




STUDENTS

The Primary Client
Joe Olivieri and the Students of A.S.C.B.C.*

All that you are about to read in this and
following chapters is written to help you
help students. Ideally, after you finish
reading the chapter and the book, you will
understand that students must be more
than your primary client. Students also
have to be your main ingredient. That
means including them in the planning
process. It’s all too easy to assume what
we students want or need. I am sure that
you have all attended meetings with an
agenda to motivate or help students. Did
anyone ask the students what they needed or
wanted? To  successfully work with
students, you must understand your target
group and experience them first hand.

You don’t have to be told that students
are ordinary people, since you, being a
normal person, were at one time a student
yourself. We have needs, pressures,
motivations, likes and dislikes and feelings
-- just like other people do. Just as you
may be concerned with job advancement,
students will be concerned with college
and high school matriculation. Just as you
hate spending hours in long boring
meetings, students don’t like to either. The
equation is the same for everyone, while
the variables may be different.

To define the variables, you can’t just call
in the student council president and ask
his or her opinion. Believe me, it doesn’t
work. It’s also not enough to have an

* Associated Student Congress of Baltimore City

"open door" policy. Without an open mind
and an approachable personality, you will
never be able to work effectively with the
students in your school and community.

When working with students, you will run
into the same problems you do when
working with adults. Most likely, you will
never be working with a homogeneous
group of students. If you are lucky, you
will always work with a diverse group and
be able to use that diversity to strengthen
your projects and proposals.

Students, however liberal and progressive
they may appear, are very conscious and
concerned about racial and socio-economic
differences. There will always be a
minority in any group. You may not be
able to walk into a room of white faces
and see a minority, but one exists. The
school environment encourages students of
different races and backgrounds to be
together. This occurs very rarely anywhere
else in the community. It should go
without saying that you shouldn’t exclude
any group from your plans. If you exclude
a minority, you will cause resentment.
Focusing too much on a minority will label
you a racist or an elitist. As a minority in
an urban school system, my favorite music
was never played at school dances, but I
was never made to feel left out. That is
the happy medium you need to find. You
cannot please all groups one hundred
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percent of the time, but no one should ever
be made to feel uncomfortable.

As with adults, you will find very few
students willing to work without
recognition or hope of personal
advancement. There are plenty of students
who realize that volunteering benefits
everyone, including themselves. The
majority of students, however, may not be
so understanding about the need to
contribute their own time and effort. You
will find it very difficult to motivate this
type of student, and when you think about
it, you shouldn’t have to. The most
effective way to mobilize students is to
have them. mobilize themselves. As in all
groups, leaders emerge as respected
members of the group. These leaders
should be used as moderators between you
and the group. Pass your ideas by them for
feedback, and they in turn will relay their
concerns to you.

The most effective way to mobilize
students is to have them mobilize
themselves.

The most important thing to remember
about working with students or planning
something with them is that it must be
fun! Even the most mundane work can be
made appealing to students, if it is fun.
There must be appeal in everything you
want students to do, whether it’s in a
classroom or in the community. This
appeal does not necessarily require you to
dress like Einstein to teach a science class
(unless you really want to). Over-creativity
may make you popular for a short time,
but in the minds of most students, respect
counts more than novelty over the long

run.

Over the years, as a student leader on the
local and state level, I have witnessed
many successful techniques used to
motivate students. The following is a list of
activities and ideas from my own
experience that can help you plan for and
with students.

V AILOW OWNERSHIP OF ALL
IDEAS TO STAY WITH THE
STUDENTS

If an idea is theirs, the students will see
that idea through to its realization. I have
seen too many advisors and teachers who
suggest and advise, but never allow the
students to enjoy their own success or
failure.

B INCLUDE STUDENTS IN ALL
LEVELS OF PLANNING

When students are allowed not only to sit
in, but also to actively participate in
planning meetings, you will be
overwhelmed by their enthusiasm. A
program exists in our student government
that places students on public and private
boards and commissions. All parties
benefit.

wwr WE RE STILL YOUTHFUL!

Sometimes the most energizing activities
for students are the fingerpiays and songs
of early youth. Students might claim
maturity, but who can resist a round of
little bunny fu-fu or the itsy-bitsy spider? I
have seen high school auditoriums filled
with singing bouncing seniors making fools
of themselves and having a good time.

18




The bottom line is that students are always
in a transitional phase of life physically,
emotionally, spiritually, politically, socially,
and academically.

g MAKE SURE THAT STUDENTS
KNOW THE BENEFITS OF ANY
ACTIVITY

Adus can easily make us feel obligated to

perform. If this is the case, enthusiasm will

exist as far as you can throw your students.

But if we are made aware of the benefits

and the amount of effort needed to reap

those benefits, you will develop a group of

loyal and dedicated students.

The key to a successful recipe for students
is to understand that the only difference
between you and us is our lack of
experience in the adult world. The largest
favor you can do is to give us the
opportunity to experience and learn. I
wish you luck!

Joseph Olivieri is a 1991 graduate of the
Baltimore City College High School and
past president of the Associated Student
Congress of Baltimore City.
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ACHERS

Elizabeth Allen

The Miller sisters
lived in our
neighborhood at
the end of the
block in a big old
house. The two
ladies had been |/ .%.% ..
music teachers for ——— ——
more than twenty years. They were the
epitome of proper behavior -- very straight-
laced, pleasantly polite, with excellent
diction and elocution. They were always
exemplary models of gentility for the
neighborhood, modeling deportment, and
the proper amount of haughtiness that
distinguished one as being a TEACHER.
Have times changed? Yes and no.

Who are teachers? What is it that makes
them different from other people? Are
they men and women who display all of
the above-mentioned characteristics? 1
would venture to say that teachers of
today certainly have many, if not all, of
those characteristics, and many, many
more.

In the 1990’s, the
teacher has
assumed a more
diverse role than
her predecessors

of even 15 years

a g 0 .
Unfortunately, he or she may not have
had the training for all of the other roles,
besides teacher, that he or she must play.
These roles include educator, counselor,
social worker, psychiatrist, nurse, secretary,
student, mentor, colleague, political activisi,

role model, behavior modifier, intellectual,
mediator, parent, and friend. All inclusive,
isn’t it? And stili, for many of us, it is
necessary to have a substantial amount of
energy reserved to devote to the role of
being a parent to our own children.

Most people, including children, parents,
and non-educators, have a very interesting
perspective about the role of a teacher.
On very good days, those perspectives are
somewhat amusing and on other days they
are sources of extreme agitation. Let’s
take a moment to examine some of these
attitudes and opinions.

First of all, no matter what the subject --
whether it is about the quality of
literature, current trends in the stock
market, who holds the NCAA
championship, or the most recent
discovery in the field of aerodynamics -- a
teacher is supposed to know the answer to
whatever question is posed. If most
teachers were given a nickel for every time
they’'ve been asked a question and then
told You don’t know the answer to that and
you’re a teacher?, then 1 submit that the
never-ending request for higher salaries
for teachers wouldn’t even be an issue!
We are expected to know EVERYTHING
about EVERYTHING. I would surmise
that the expression "Know It All" was
coined to describe a teacher.

Secondly, it’s a total surprise to many
when we either enjoy or participate in the
little, ordinary activities of everyday life.
Once I was eating pizza with my children
in a shopping mall when one of my




students happened to notice me. His eyes
became as big as saucers and he exclaimed
to his mother, "Ma, look! There’s my
teacher eating pizzal" The urge to say, Yes,
we like pizza too, came to mind, but I just
smiled, said something polite, and
continued to eat. And let’s not forget
grocery shopping! Everyone knows that
teachers don’t do little mundane things
like that! They don’t have to because they
don’t eat.

What is amusing to us is that the children
aren’t the only ones who register surprise
when the teacher is seen acting just like
everyone else. Last summer my husband
and I attended a dance. We danced, and
as we walked back to our table, a parents
of one of my former students came up to
me and said: "Mrs. Allen! I thought that
was you, but I almost didn’t recognize you.
My God! You look beautiful. Fred, come
here quick. Look, it’s Mrs. Allen. Can you
believe it?" As they both looked at me in
amazement, I though to myself that yes,
we too like to get dressed up and go out
to dance. It seems to me that a teacher is
a teacher is a teacher -- not quite like
everyone else, and just a little apart from
the mainstream.

Because we are a group of professionals
who are very visible and who are
constantly under scrutiny, there are many
attitudes, behaviors, opinions, and remarks
that make our jobs very rewarding and
that bring us satisfaction and joy when we
reflect upon them. Conversely, there are
some attitudes, behaviors, and remarks
that make the word "cringe" come to
mind.
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Listed below are some of the DOs and
DON’Ts -- how to endear and avoid
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alienation from, "the different ones" -- the
teachers. Most apply to parents, but these
tips are also relevant to volunteers,
community representatives, and other
faculty members.

DO

# Smile and be pleasant. It’s much better
for us to remember you that way,
especially when it’s necessary for us to call
you in the evening, after dinner, when
we’ve bathed our little ones, sparred with
our teenagers, and given our spouses the
required amount of attention.

% Give a compliment, an accolade, and a
word of encouragement when it is
warranted.

# Make suggestions. We really do
appreciate them, especially when they are
relevant and applicable to the academic,
social, and emotional growth and well-
being of your child or the children in your
community.

# Volunteer your services and your time.
There is always a need for assistance, a
new idea, and another adult with whom to
consult.

# Be visible. Attend parent-teacher
meetings, accompany the class on trips,
wave and take a couple of minutes to chat
with us when you see us on the
playground.

# Be thoughtful. Send a card, write a
brief note, bake a batch of cookies, send
in a flower, or something that the teacher
will be able to use with the entire class,
e.g., counting objects for elementary




school math, books, magazines, pencils,
etc.

My experiences with parents over the
years have included all of the do’s above
and much more. I've been blessed to have
had parents who have been supportive,
interested, and very vocal. If I've left the
best “DO" for last that would be to...

# Be VOCAL. Market the positive things
you see occurring in the school. Discuss
and indicate the events and activities that
you don’t like and about which you have
questions. DEMAND quality education
for your child and for your neighborhood
from teachers, principals, superintendents,
and the legislature. Don’t settle for
anything less than full quality.

AND THE DON’T’S:

# Don’t come in unannounced and talk to
the teacher at length or pop into the
classroom for an informal chat without an
appointment. The time before and after
school is devoted to daily preparation,
team meetings, faculty meetings, and many
other school-related activities. Scheduling
an appointment will give you the "quality
time" that you so deserve and which is so
necessary to the growth of your child.

# Don’t put the teacher in the position of
learning about a problem or a concern
that you have from the principal, another
teacher, other parents, or from your child.
Be direct. Establish a rapport. Maintain
open lines of communication.

# Don’t bring the teacher your left-over
negative feelings from your bad day at
work, the traffic jam, or your economic

and personal problems. Teachers are
expected to leave those feelings outside of
the classroom and to conduct themselves
professionally. We appreciate it when the
same courtesy is extended to us.

# Don’t de-professionalize the teacher.
There is always the invitation for a healthy
discourse or a difference of opinion when
it pertains to grades, curricula, or almost
anything that is pertinent to the well-being
of the children. However, just as the
physician is respected as a professional,
the teacher must be respected as the
professional that he or she is.

# Don’t think of us as baby sitters. We
aren’t. @~ We are shaping the minds,
imparting knowledge, and exerting a
considerable amount of influence over
your children, who are considered to be
the future of our society. We plan for
them after school, in meetings, and at
home. We’re still awake when everyone
else is asleep -- thinking, planning,
marking papers, making charts, collecting
items. We become students in seminars
and in college classrooms and we network
with each other and with other
professionals. All for your children. Baby
sitters don't do that.

# Don’t ever be afraid to regard the
teacher as your friend. He or she is there,
ready to assume any of the roles that have
been mentioned before, and committed to
the education and well-being of your
children.

Remember, we want your children to
succeed, and we need your help. We need
a partnership between the home, the
school, and the community. We need your
encouragement, your support, and your




commiiment to quality.

Elizabeth Allen taught for twenty-two years
in the Baltimore City Public Schools. She is
currently a reading specialist at an
independent school in the Baltimore area.




PARENTS

Lucretia Coates

A key ingredient in most cf the recipes in
this book is the PARENT. Let’s take a
close look at this very important
ingredient. First, we must examine the
roles and responsibilities of parents in
relation to their roles and responsibilities
to the school. At the forefront of these
responsibilities are the parent’s basic
obligations:

m to establish a home environment that
supports learning;

m to ensure their children’s health and
safety;

m to provide parenting and child-rearing
skills needed to prepare children for
school; and

m to supervise, discipline and guide
children at each level.

In addition to providing the basic
foundation for their youngsters, parents
are encouraged to extend their roles and
responsibilities by volunteering in the
school, participating in school decision
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making, and other areas of parent
involvement. The parent’s responsibilities
are further extended as a result of
conferences, report cards, and other
communications received from their local
school. Parents are expected to reinforce
the child’s learning at home.

It can be very difficult for many parents to
assume some or any of the above roles
without help and support from the school.
Meet Ima. She is typical of an increasing
number of parents in our urban public
school systems. Ima is the single parent of
three children. She was 17 when she had
her first child, and did not complete high
school. Her own school years were less
than satisfactory, and she dropped out of
high school in the tenth grade after failing
in the eighth and tenth grades.

It’s difficult for Ima to support her family
with the income she receives from social
services. Her youngest child is 18 months
old. Because she does mnot have
marketable skills, it has been impossible
for her to find a job that would pay for
day care.

Ima is doing the best she can to raise the
kids, but lacks many of the parenting skills
mentioned above. She would like to
volunteer, but is worried it would be too
difficult with a child at home. In addition,
she doesn’t feel comfortable talking to the
principal and teachers. Her wardrobe
consists mainly of the clothes that she
wears around the house, and she feels
uncomfortable about her appearance. Her
son’s teacher told Ima to provide extra

24




reading material at home and to reinforce
his learning at home. Ima would like to
follow the teacher’s suggestions, but is
rather "stressed out" with day-to-day
survival. While not all parents possess all
of Ima characteristics, many do.

Another large segment of the urban school
population consists of two working
parents. Meet Wendy and Wendell, a
married couple with two students. The
Workers are financially secure and have
providled a home environment that is
supportive and conducive to their
youngster’s success in school.

These parents are not available during the
school day. Although they are very
interested in their children’s education,
they feel overwhelmed with the day’s
activities and have some difficulty
attending to the two children’s school
concerns. On occasions when Wendy and
her husband visit the school, Wendy feels
that the school is not receptive to and is
threatened by her presence. Wendy and
her husband are active members of several
community organizations and committees.
They have some ideas and suggestions that
they think will assist their children’s school
operate more cffectively.

Wendy and Wendell are characteristic of
an ever increasing parent population.
More and more parents are joining the
work force. More and more parents are
becoming informed about the issues and
trends affecting education.

Regardless of educational, social, or
economic backgrounds, all_parents want
the best for their youngsters. Now that
you’ve met Ima, Wendy and Wendell, how
do you work with them effectively to
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promote the best possible outcome for
their children?

INVOLVING PARENTS

Involving parents in the education of their
children in appropriate and meaningful
ways is your key to a successful school-
parent and teacher-parent partnership. A
comprehensive program of parent
involvement, as defined by Dr. Joyce
Epstein of The Johns Hopkins University,
requires schools to involve parents at all
grade levels and in a variety of roles.
These programs should be designea to:

# help parents develop parenting skills
and foster conditions at home that
support learning. Workshops are popular,
but are usually not well atiended. Regular
newsletters to parents or notes from the
teacher can be effective. When workshops
are provided, schools should provide a
summary of these materials to all parents.

» provide parents with knowledge of
techniques designed to assist children at
home. Many teachers are now designing
homework assignments that require the
interaction and active participation of
parents (see Project T.LP.S. in this book).

# promote clear two-way communication.
A partnership is not one-way. Provide

many opportunities for parents to
communicate to the school. “"Half-and
haif" letters, and other written

correspondence designed to be interactive,
are excellent ways of getting input from
parents and of problem-solving issues in
the classroom. Since all parents cannot
make all meetings, this creativity is greatly
appreciated.




% involve parents in instructional and
support roles at the school. Parent Clubs
are a great way of encouraging
involvement (see Parent Club chapter). It
is important to note that this type of
commitment will require some training in
order to be successful.

# support pareats as decision makers by
helping them to develop their leadership
in governance, advisory and advocacy
roles. Many parents of all social and
economic circumstances have natural
leadership abilities. Your challenge is to
foster these talents. There are many
excellent organizations that sponsor
activities for parents including unions,
national parent-teacher groups, and the
school system’s professional development
and community relations departments.
Consult them often and avail yourselves to
these services.

Strengthening the link between school and
home is vital to successful interaction with
parents!

DO’S AND DON’TS

# DO personalize your relationship with
parents. All parents like to know that their
children are a priority. When you interact
with parents, be sure to convey that
message to them.

# DO be receptive and attentive at all
times. School system and school-based
personnel must be receptive to parents.
No one wants to be treated like an
annoyance. Answer their questions with
honesty and integrity. Parents, as well as
their children, are your ciints.

# DO survey and tap the talents and
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interests of parents. We too early assume
that we know what parents think, what
parents want, and when they want it.

% DO vprovide appropriate training for
parents who volunteer. Some teachers are
"born teachers." Volunteers are often not
“born volunteers."

# DO encourage parents to ask questions
and offer suggestions. Most pareuts do
not want to control schools. They can,
however, be a powerful source of support.

# DO eliminate the "us" and "them"

mentality. WHAT EVER HAPPENED TO
THE WORD "WE"?

# DON’T prejudge parents. Be sensitive to
the differences that exist in the
educational and socio-economic levels of
parents. Don’t assume that because some
parents are not college educated they have
nothing of substance to contribute or that
they have to be "spoon fed" information.
Treat parents with the same level of
respect that you expect of others.

# DON'T "nickel and dime" parents.
Think "penny-wise" when asking for or
planning activities that require parents to
provide money. Many parents are on
extremely tight budgets and have limited
funds.

# DON’T put parents off. They know
when they’re getting the run around! If
you don’t have the answer, just say the
magic three words: " I DON'T KNOW."
But in the same breath, reassure them that
you will try to find, the answer.

/




SPRCIAL COOKING NOTE:
See the folloning additional recipe(s):

Sectios on
Student, Parent, Family and
Community Involvement

Lucretia Coates is a veteran teacher in the
Baltimore Public Schools, and a parent.
She is currently on assignment as the
Program Development Coordinator at the
Fund for Educational Excellence in
Baltimore.
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SCHOOL-BASED ADMINISTRATORS

Sheila Z. Kolman

There are more great recipes for using
school-based administrators -- principals,
and assistant principals -- than there are
flavors of ice cream. As an ingredient in
your well-cooked plans for school
improvement, you will find their personal
qualities and professional skills to be quite
versatile and helpful. Like yeast, they will
rise to the occasion. But you should know
a few things about them to use them
effectively.

THE END RESULTS

School-based administrators are middle
managers who are responsible for every
aspect of their school’s operations. They
are the instructional leaders for their
schools (the "principal" teacher), the
individuals responsible for implementation
of the school system’s curriculum, as well
as ensuring that all children learn and all
teachers teach.

In addition, they are the curriculum
experts in the field, and the instructional
team leaders who coordinate the
professional development activities for
their staff. They nurture teacher training
and learning, execute new classroom
strategies, and promote experimentation.

Principals and assistant principals are
individuals who motivate and introduce
staff collaboration regarding goals and
activities for the school. They are the
coordinators for outside support and
central office staff who contribute their

expertise and innovations to the school’s
instructional programs. In other words,
they are both the lead teachers and the
teachers’ leaders. School-based
administratoers are the resource managers
for the schools. They are responsible for
securing and scheduling personnel
resources, the teaching and support staff
that collaborate to provide educational
services for children.

Building administrators expend
considerable time and effort on the
configuration and utilization of staff to
make the school system’s required
programs and their individual visions
realities. From teachers to librarians, from
department heads and master teachers to
pupil services personnel (social workers,
speech-language pathologists, etc.) -- all of
them must be managed in ways that
produce results for the bottom line --
student growth and achievement.




Principals and their assistants are also the
managers of the school building and all of
the materials in it. In a sense, they are
the coordinators of the plumbers,
electricians, locksmiths, landscapers, and
anyone else who makes the school
operate. They must see and respond to all
needs. Principals and assistants must
ensure that the duplicator machines
duplicate, that projectors project, that
telephones ring, and on and on and on!

Through all of this, the school-based
administrator is also a real person. This
individual wears many different hats
(during the same day) with a wide variety
of people. He is the child’s teacher,
counselor, advocate, nurse, and parent-
away-from-home. He is the
superintendent’s representative in the
school, the individual responsible for
explaining the curriculum, handling
complaints, justifying and defending the
rules and regulations, answering every
question, and obtaining information.

And that’s not all. He is the community’s
principal contact person, and, hopefully,
good neighbor. He is the school business
partner’s chief contact person and
program coordinator. All this explains the
school-based administrator is also known
as the principal!.

IMPORTANT ATTRIBUTES

Training and Experience. The school-
based administrator must be an individual
who used to like -- and still likes -- school,
and one who wants to spend his life in the
school house. Administrators have
masters degrees and advanced professional
certificates, and a large number have
doctorates. They have focused their
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educational training and experience at the
elementary, middle school, or high school
level, and developed expertise along the
way on specific grade levels or subjects
and disciplines.

Every principal and assistant principal has
been a successful classroom teacher as
well as held formal or informal school
leadership roles. They may have been
counselors, master teachers, department
heads, coaches, faculty committee
representatives and chairpersons, building
representatives or librarians.

Administrators have qualified for their
positions by earning passing scores on the
Educational Administration and
Supervision portions of the National
Teachers Examination. They have
completed graduate level courses in
administration and supervision, plus
numerous workshops in accounting, labor
relations, contract administration, and
other management issues. In addition,
many cities and states require principals
and assistants to pass credential reviews,
assessment centers, and other qualifying
paths.

Personal and Professional Qualities and
Other Skills for Success. The school-
based administrator must like people and
love children. He must believe in the
power of the school house and want to
spend his life’s work in it. He must have
boundless energy and enthusiasm, and
have the w..i to produce results 5 to 7 days
a week and 8 to 13 hours per day.

The most effective school administrators
are visionaries who are not only
committed to the belief that all children
can learn but also able to assess and plan
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strategies for making their dreams come
true. They are totally committed to their
schools and dedicated to the educational
development and growth of their students.
They also are honest evaluators who can
assess needs, establish goals, measure
performance, and effect adjustments as
needed.

Administrators are often strong-willed and
persistent, yet sometimes flexible and
yielding. They are motivated to achieve;
they value success-producing results.

Principals and assistant principals possess
a full complement of leadership skills,
including  abilities related to the
organization of people and programs as
well as to problem analysis and decision-
making. They will frequently adjust their
leadership styles to meet the requirements
of the situation. At times, the
administrator is the leader who creates the
plan and moves the staff forward into
action. At other times, he is the facilitator
who empowers staff, parents, and the
community to design the strategy and
implement the program.

In essence, there is not a single style of
leadership that could characterize the
school-based administrator at all times.
They must be sensitive and thick skinned,
humanistic and objective, serious and
lighthearted, logical and crazy, aggressive
and passive, and high-powered and low-
keyed. Their basic personalities set the
tone and climate of the school.

DO’s and DON’TS
At this point, you must be convinced that

the business of running a school house is
not for those who are faint of heart or
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mind. If you're not totally confused about
the multiple roles and responsibilities of
the principal and assistant principal, the
following general tips will help you to
work more effectively with your school’s
administrators:

DO

# Remember that problems that arise at
the school are most successfully resolved
at the school. The principal is pivotal in
addressing and resolving school issues. Be
candid and cordial in discussing your
concerns. Mutual respect is a must.

# Get involved at school and stay involved.
Effective schools are lead by
administrators who welcome the collective
wisdom and interaction of all stakeholders.

# Be flexible. If the principal must
schedule a meeting at a time other than
your first choice, it is usually because other
facets of school life are taking precedence
at that moment.

# Ask the principal to suggest appropriate
strategies, and resources to address your
needs and concerns. Principals are in an
excellent position to locate resources
quickly.

DON’T

# Don’t expect the principal to always
agree with your position on school issues.
As the educational leader of the school,
the principal’s view will most likely be
responsive to the overall mission,
philosophy, and goals of the school, as well
as to the various constituencies that must
be considered.




# Don’t expect the building administrator
to be a carbon copy of your favorite
principal. Each has his or her own
leadership style, personality, and set of
experiences.

Sheila Z. Kolman is the principal of the
West Baltimore Middle School and
President of the Public School
Administrators and Supervisors Association
of Baltimore City.
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WORKING WITH YOUR SCHOOL'’S
CENTRAL ADMINISTRATION

Nancy E. Gimbel

The members of the central administration
of your school system can be your most
valuable resource when planning a school
program or seeking information. This
chapter is designed to walk you through
some of the more important things you
may want to know about "headquarters.”

The language and structure of education
at headquarters might not be the same as
what you might be familiar with in your
school. Is this bad? No! It’s just part of
the way organizations function. Every large
organization, whether in private industry,
government, or in the nonprofit sector, has
its own language and structure.

It is most important to understand that the
roles and functions of the "bureaucrats" in
the central office are not the same as
those in the schools. However, every
member of the organization, from the
Superintendent to the teacher to the
custodial aide to the librarian, has a

18

mission to serve the clients -- the parents,
students, and all recipients of educational
services in your district.

WHO’S WHO?

The organization, which might vary
somewhat in every school district, basically
flows from the top downward to the
schools. At the top is usually the school
board which makes all of the policy
decisions for the district. The board also
controls the school system budget which is
usually provided by the city or county
government. Regardless of whether your
board is elected or appointed, its goal is to
provide the best educational resources
available for the students of the district.

The top administrator in the school system
is the superintendent, who usually answers
to the board. As in any corporation, the
superintendent is concerned with executing
the daily operations of the entire system as
well as representing a good, solid image of
the school system to the overall
community. Not unlike his/her peers in
the business world, the superintendent,
who is usually an educator, has worked
his/her way up the education ladder from
the classroom to the top office. Along the
way, through masters level and doctoral
course work, the superintendent has
usually been trained in business and in the
business of education.

Reporting to the superintendent are all of
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the offices, departments, or bureaus which
make up the central administration. This
is where most school system organizations
differ. However, regardless of the layers
of management, the work done in these
offices is similar in every school system.
These functions are discussed later in this
chapter. The main difference is the titles
given to managers, and the reporting
structure.

To determine your school system’s
organization, contact the superintendent’s
office and request a copy of the
organizational chart. With this in hand,
you can work more easily within the
system to help your school. Your
principal’s office should have a copy of the
system’s organizational chart or a directory
and will be able to help you understand
the functions of the various offices and
departments within it. You might even
consider holding a parents meeting with
the school administration to discuss the
district’s organization and how you as
parents, teachers, principals, or concerned
community leaders can work with the
central administration to improve your
school.

SPEAKING THE SAME LANGUAGE

Understanding the design of the system
might be easier to understand than the
language used within educational circles.
Don’t get hung up on terms which might
have different meanings than you are
usually familiar with. Rather, speak in
terms you understand and work out
differences. For example, restructuring,
decentralization and school-based
management all mean that the school is
responsible for its own direction, but still
accountable to the superintendent and the
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board. The term used may differ from
school system to school system.

The easiest way to work with the central
administration, regardless of how your
system is structured, is to regard it as one
huge resource. Here you can find
assistance with questions about curriculum,
public relations, communications, grant
development, special education, alternative
programs and adult programs. The
central administration also has information
on the school’s budget, and support
services such as school lunches,
transportation, and maintenance of the
schoolhouse.

WHY DO WE HAVE A CENTRAL
OFFICE?

While every school has a population or
program that makes it unique, there are
some aspects of schooling that can be
standardized and economized within a
school district. = The curriculum, for
example, is the course of study for all
students in the district. It is written by
teachers, specialists, and consultants, and
is polished, printed, and distributed by
central office personnel. Content and
teaching strategies are suggested by central
office but interpretation is usually left to
the individual schools.

While it has become popular for schools
to individualize their curriculum and
instructional methods, such activity can
become highly complicated, especially in
large cities where students move from
school to school within a district. Having
a centralized curriculum in this situation is
highly desirable.

Very often, state or federal laws, such as
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special education, Chapter 1, or other
special programs, must be followed in
creating or adapting curriculum or services
for students. Central office personnel who
have received specialized training in these
areas can be very helpful. Business
management services such as budget
management, hiring, placement of staff,
school lunches, transportation, and
ordering of materials and supplies may
also be standardized at the central office
level for maximum economy. In large
school districts, it is not practical for a
school system with 200 schools to hire 200
purchasing agents, 200 transportation
coordinators, or 200 public relations
specialists.

Suppose you want to determine how your
school could be repainted. If your school
has a sponsor who is willing to donate the
paint and other materials needed to
repaint the entire building, and through
your parents’ organization you have lined
up a crew of volunteers, repainting the
school might be easy. But before you
begin, you need to know the amount of
paint needed and whether there are any
special restrictions about the types of paint
you can use. Where do you turn within
the central administration to get these
answers? If your system has a facilities
department, that is where you might try
first. If you don’t have a facilities
department, or don’t know if one exists,
contact the public information office or
the superintendent’s office for assistance.
Once you get your answers, you might
even find a supervisor available to direct
your efforts. Happy painting!

Not all dealings with the central
administration will be that simple.
Introducing new programs or initiatives
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may be more difficult. Don’t get
discouraged. = Remember, the central
administration is a resource, and a school
community has the right to seek
authorization for programs it believes will
be beneficial to students.

Work closely with your principal or
parent’s group to get answers to your
questions from within the central
administration. Approach and work with
the directors, assistant superintendents,

associate superintendents, deputy
superintendents, or even the
superintendent to understand the

procedures to follow to get your initiative
adopted or adapted for your school. The
goal of the central administration is to
provide the best educational opportunities
available for the students.

WHERE DO CENTRAL OFFICE
ADMINISTRATORS COME FROM?

Everyone at the central office of your
district is a real person. They are just like
you: they do their grocery shopping on
weekends, attend their children’s sports
activities and PTA meetings, and struggle
to find enough hours in the day to balance
home and work responsibilities. Most
have come up through the ranks, usually’
beginning their professional lives as
teachers. Specialized college study and
promotional opportunities have gotten
them to the point where they are today.

If and when you decide to take the plunge
and call the central administration for help
or for answers, it’s always helpful to get in
touch with the appropriate person, or
failing the right name, at least the right
office. Be as specific as you can about the
information you seek in order to help to




expedite your call. Always remember that
the secretary, who will in most cases be
your initial contact, can be tremendously
helpful in steering you in the right
direction. The more information the
secretary has, the easier it will be to get
you to the right person.

SOME HANDY DO’S AND DON’TS

DO

* look upon the people at central office as
a valuable resource.

* try to be as specific as possible about
your particular concern or problem.

* get the person’s name once you've
obtained the information you want.

* be patient when dealing with central
office. = Departments can be rather
specialized; it may take a few referrals to
get you hooked up with just the right
person.

DON’T
* assume that the "bureaucrats" at the

central office are your natural enemies, as
the popular media might have you believe.
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They are people just like you!

* be afraid to call upon central office for
help.

* get upset if the first person you call is
unable to help you. Your neighbor’s
friend at central office may not be the
right person to handle your particular
situation.

* let one less-than-pleasant encounter
discourage you. Everyone has a bad day
now and then.

* forget that you are your child’s best
advocate. Central office is there to help
you.

Now that you are ready to use the central
administration of your school district for
the resource that it is, good luck! You're

well on your way to a successful
partnership.

Nancy E. Gimbel is principal of Gardenville
Elementary School and former director of
Elementary Curriculum for the Baltimore
City Public Schools.
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THE CLERGY

Roger Joseph Gench

Who are the clergy? What Makes them
tick? How do you get them and their
congregations to help you in your school
or community project? No single answer
suffices, because the clergy are as varied in
personality and perspectives as the
congregations they serve. In fact, it is
important to know that religious
organizations do not all have the same
outlook on community or school
involvement. If you are going to ask a
clergyperson for help in a project, it will
be important for you to first understand
the congregation that he or she serves.

TYPES OF RELIGIOUS COMMUNITIES

Perhaps a sketch of the different kinds of
communities that the clergy serve will be
of some assistance. Let us consider five
different types of churrh/synagogue
communities. No church or other religious
institution will exactly fit these
descriptions. Some may, in fact, be a
combination of types. The descriptions
below will, however, give you a better
understanding of the types of situations
you may encounter as you seek to improve
relationships between the clergy and your
school.

Type 1: The Chameleon Community. Why

the "Chameleon Community?" Because
this congregation blends into its
surroundings and takes on the

characteristics of its members and their
culture.  Members of this type of
community usually like things just the way
they are. They perceive any type of

change as threatening. Because of this,
the leaders of this type of congregation
often have a difficult time getting their
members involved in any type of activity,
school or otherwise, that will challenge the
status  quo. In approaching the
clergyperson(s) of this congregation, you
will need to convince them that your
project is non-threatening, and something
that will appeal to a broad cross-section of
the members.

.__cj
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Type

2: The Counter-Cultural
Congregation. This type may also be
called the ‘radical church of the

underground.” Typically, the members of
this congregation strive not to love the
world nor the things of the world.
Salvation for them is otherworldly, and
may entail the creation of a separatist
community. In fact, since politics,
materialism, and other factors have
created the world as we know it, these
things must be rejected. So community
rctivism may be minimal.
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For the counter-cultural community, our
shopping malls with all their glitter and
extravagance provide a snapshot of the
world in all its perversion, as does the
inner-city with all of its violence. Selling
your school project to the leadership of
the counter-cultural church may be
difficult. In fact, they may be in the
process of creating their own schools.
Thus, you will have to convince them that
God cares about the good of the whole
community, and that your project seeks to
do good. Good luck!

Type 3: The Social Activist Congregation.
The counter-cultural and chameleon
religious communities hardly exhaust our
options. Another type of
church/synagogue that you may encounter
is the “social activist congregation."
Members of this group consider separation
from their community as socially
irresponsible.  Instead, they want to
engage the world in order to make it more
just. In fact, they would affirm that God is
present in the best and noblest of our
cultural and moral values. Whenever
justice is sought or the hungry are fed,
there are members of this congregation
ministering to the needs of God’s people.

The clergy leadership of the social activist
congregation arms its members with magic
markers and poster board, which they use
to challenge local governments to establish
justice and take responsibility for the poor.
This congregation may even employ a
social worker and probably provides
support for refugees from politically
repressive third world countries. Thus in
this congregation, you will probably find
fruitful ground for sowing the seeds of your
project. But do keep in mind that this
congregation is already involved in myriad
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services and that hundreds of other
solicitors come knocking at their door. Do
your homework on socially activist clergy
and their congregations!

Type 4: The Urban Camp for Guerilla
Action. This model has only emerged in
recent years. In Central America and in
North American cities, this religious
community is more and more being
regarded as a seed-bed for non-violent
revolution. For many religious people, the
reforms of the social activist congregations
have just not worked, the Chameleon
Church has failed to challenge the
exploitation of oppressed people, and the
counter-cultural church is not even trying.
The only answer, in their view, is non-
violent revolution -- the throwing off of
the yoke of their oppressor. Organization
is key to this community. The clergy
leadership in these congregations are
committed to standing with the oppressed
and against the structures of oppression --
structures that may include corporations,
city governments, and overly bureaucratic
school systems!

This community also is fruitful ground for
sowing the seeds of your project. Keep in
mind, however, that the leadership of this
community is interested not so much in
reform, but in revolutionary change in the
system. More so than the Social Activist
congregation, they are in for the long haul,
and will not settle for incremental reform
that doesn’t lead to a radical overhaul of
the system and to the empowerment of
unempowered people.

Type 5: The Hideaway Church. This final
model is out of step with all the preceding
options, since its objective is to escape the
savage competition, the stress, and the




frenetic pace of city life. This "Hideaway
Church" of modern suburbia -- better
known as "The Church of the Blessed
Retreat," is a place where suburbanites go
to get away from it all -- a place where
friends and neighbors meet, and where
children can discover the deeply held
thruths of religion. The clergy leadership
of this community focuses on meeting the
spiritual needs of their congregation. But
that doesn’t mean that social activism is
dead. A project can be sold to such a
congregation if it’s in sync with deeply felt
spiritual needs of its members.
*ee

To recap some of the more prevalent
models of religious communities that you
are likely to encounter as you attempt to
forge a relationship with your school and
community: The religious community can
be a chameleon that blends into its
surrounding culture, or a community that
seeks separation from the world. The
religious community can be an agent for
social change, or a revolutionary front!
Still again, the church, synagogue, or
religious organization can be a quiet
sanctuary -- a place to retreat with friends.

If you seek help from one or more of
these communities, it will be critical to
understand how they perceive themselves
as a congregation, and how they perceive
the world. When you meet with the clergy
leadership, do your homework. Find out
all you can about their congregation
before you launch into your request for
assistance. Most religious communities
want to get involved, but will do so only
on their own terms.

Some additional food for thought:
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# A clergyperson’s time is of the essence,
so don’t waste it! When you first make
contact, tell your clergyperson how much
time you will need and what topics you
intend to cover. When you meet, stick to
your agenda.

# While a clergyperson’s time is valuable,
so is relationship building. Don’t avoid
social niceties that would help you
establish the relationship. But do your
homework! If you have anything in
common (perhaps common friends or
acquaintances) talk about them as a way
of introducing yourself.

# In addition to the local church or house
of worship, most religious communities
have councils and ecumenical leadership
groups that you may want to approach.
Yeur archdiocese or local board of rabbis
are two examples.

% Religious schools may be ideal
organizations with which to form
partnerships. Contact the principals of

individual schools.

# As a general rule, it is inappropriate to
ask churches and synagogues to fund
school projects. It’s better to stick with
those efforts where volunteer and
technical assistance are warranted.

# When approaching the clergy for project
assistance, propose narrowly defined
projects that can be easily accomplished
and where results can be reached.

# It's appropriate to compliment the
clergy on some aspect of their ministry or
congregational life. The clergy rarely
receive compliments, and they will
appreciate your kind words.




# Finally, and perhaps most impoirtantly,
know that there are certain rules
separating religious and civil institutions,
such as public schools. Make certain that
your school’'s involvement with the
religious community is specifically
understood by all as non-religious in
nature. Check with your school district to
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be sure.

Roger Gench is Pastor of The Brown
Memorial Presbyterian Church in Baltimore.
Ira Schiffer, Rabbi of Beth Am Synagogue
in Baltimore, also contributed to this
chapter.
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GETTING A CORPORATION
ON YOUR SIDE

Elaine Urbanski

This section could very well be titled
Corporation Casseroles. Casseroles contain
all of the essential food basics you need to
make a solid, nutritious meal. Likewise,
corporations and businesses contain all of
the ingredients to help your school with a
successful project -- the "meat, potatoes,
and vegetables" are all in one location and
can be blended to meet your particular
needs.

WHY DOES A BUSINESS WANT TO GET
INVOLVED WITH YOUR SCHOOL?

It makes good sense. A

firm’s most valuable asset

is its consumers -- and
today’s youngsters grow

up to be tomorrow’s
consumers. They also may become future
employees and stockholders of the firm.
They also become our elected officials,
hospital workers, lawyers, secretaries, and
technicians. Businesses realize that they
need to begin helping students, teachers,
parents and schools in order to have a
better society and hence a better business
future.

WHY DO YOU WANT TO CONSIDER
HAVING A BUSINESS INVOLVED WITH
YOUR SCHOOL?

The most obvious answer is that "they
have lots of money." But don’t approach
a business with $$$ on your mind -- at
least not at first. Keep in mind that while
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a corporation may be large, it is still made
up of people -- people that want to get to
know you and your school before blindly
signing a check.

In a corporation of 1,000 to 20,000
employees, one of its biggest assets is
indeed its people. Big businesses have
employees with a wide variety of skills,
talent, and knowledge. Another plus is
that they have many diverse departments--
training and development, engineering,
personnel, security, government relations,
printing, public relations, facilities
management, etc. 'You may want to keep
these departments in mind while trying to
decide how a particular company may be
able to help your school.

HOW DO YOU APPROACH A MAJOR
CORPORATION WITH YOUR REQUEST?
WHO DO YOU ASK?

Ask someone you know. Right? As an 18-
year employee of a major corporation, I
can tell you that on numerous occasions
when I tell someone that I work for the
company, their first response is, "Oh, do
you know so and so?" Usually, the answer
is no! The fact is that the company is so
large and so spread out that it is difficult
to know everyone.

Usually, when you make a decision to ask
a business for help with a project, your
first impulse might be to find out who
knows someone at the corporation --




someone who has a "connection" or "an
inside door." Even if you find someone
who says, "Yes, I know John Smith in the
Accounting Department," don’t approach
John Smith with your idea or project. Itis
not appropriate for John Smith, at his
level, to take your project up the
corporate ladder.

Suppose you know someone who is the
"Educational Person" for that company --
an Elaine Urbanski type? You might start
by calling the Educational Representative
and then asking her to direct you to the
appropriate level. Keep in mind that
while she may ultimately be delegated the
job of "checking out" your request, you still
may need to send a written request to the
top of the house.

The appropriate level is the Chairman of
the Board and/or the President, depending
on the firm. If you’re not sure who that
person is or his/her title, call the
company’s general information number
and ask for the data. While you’re at it,
also request a copy of the corporation’s
annual report. The annual report will give
you information about the financial status
of the company as well as a personal peek
into daily operations and the employees
who perform the work. Any other
background information that you can
obtain about the company will also be
helpful.

DO A CORPORATION ANALYSIS

Some things that you may want to know
before submitting your proposal are:

o What is the mission of the corporation?

o Is the company active in the community?
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Are they involved in volunteer activities?

o Are employees of the firm involved as
board members of various non-profit
organizations?

o Has the corporation assisted other
schools? How? Which ones?

o Does the company grant its employees
work release time?

o Is the company going through some
financial difficulties at the present
time? (If so, you may not want to ask for
838 -- but you can still ask for people
resources .)

o Did the company recently undergo a shift
in top management? (Should you "let the
dust settle" before making your pitch
for help?)

Going through this "Corporation Analysis"
will help you in writing your proposal and
in making a sales pitch to the Chief
Executive Officer (CEO).

TARGET YOUR CORPORATION AND
INGREDIENTS

If you've done the "Corporation Analysis"
on several major firms, you now face the
decision on whom to approach with your
project. You may want to target the
company whose mission most closely
reflects your proposed idea.

For example, if your school wants to

implement a drug awareness or health
program, you may wish to approach a
hospital. To be even more specific, you
may wish to approach a hospital near your
school, especially if that hospital is noted
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for its volunteer activities.

If you're looking for volunteers to run an
after-school "Future Scientists of America"
Club, you may wish to approach an
engineering firm.

You may want to target the company whose
mission most closely reflects your proposed
idea.

Keep in mind that the corporation you are
approaching may have all the ingredients
you need to assist your school with a
particular project -- but do you want to
ask for everything?

HOW DO YOU KNOW WHEN YOU ARE
ASKING FOR TOO LITTLE OR TOG
MUCH?

Let’s look at this example: You want to
ask a corporation to help you with
increasing parent involvement at your
school. You can:

m Ask the company for $$$ to cover the
cost of a speaker on "parent burnout.”

® Ask the company for a representative to
sit on a school-based committee to carry
out three parent workshops at your school.

m Ask the company to provide artwork,
printing and mailing services, and
refreshments, and pay for the speaker.

Which one would you choose? Number
one asks for too little in a cool, impersonal
way. Number three asks for everything,
leading the business to wonder what the
school is doing for itself. Number two is
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the best response. A business
representative becomes personally
involved and may bring planning and
marketing expertise to the process. It is
also likely that financial help will follow.

THE SALES PITCH -- COVER LETTER
AND PROPOSAL

You've done your background checks and
your target marketing. Now it’s time to
make the pitch. Write a clear, concise,
one-page letter to the Chairman of the
Board or President. Paragraph one should
contain who you are and the purpose of
the letter.

On behalf of the ABC School’s
PTA, we are requesting your
assistance in helping us conduct
three parent workshops during this
school year.

Insert a statement about WHY you are
requesting the services of their firm:

As a leader in marketing and
advertising, we think that with your
expertise we will be able to enhance
parent involvement at our school.

Let them know you have GOALS:

Our goal this year is to increase
parent involvement by 20 percent...

Throw in those statistics!

..Numerous studies have shown
that parent involvement increases
academic achievement and it is our
desire to have all of our students
performing to the best of their
ability.

Paragraph two: State your specific intent:




We are requesting the services of

one employee from your firm to be
a member of our parentteacher

committee to plan and carry out
the program objectives.

Tell them how much time is involved:

Our meetings are held on the first
and third Tuesdays of each month
from September to April. We meet
at the school in room 102 from
2:30-4:00 p.m.

Final paragraph: Thank the firm for any
support they have given you in the past.
Give a response deadline and tell them to
whom to reply as well as whom to call if
they have additional questions.

A request of this nature may not need a
lengthly proposal attached. However, you
may want to include support materials on
why parent involvement is so important.

GO FOR THE GOLD --
PROPOSAL

THE BIG

Scenario: The school has
an outstanding three-year
plan to increase the
reading level of all third
grade students. You need
50 volunteers and $80,000 to make it
work. Think about approaching a business
in one of the following ways:

m Ask one business to sponsor the entire
proposal. You may find a corporation
that is ready to make a concerted long-
term commitment to a worthwhile project
-- they may also want to "take credit" for
the entire project.

m Ask three major firms to each sponsor
one-third (volunteers and $$$) of the
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proposal. Note: Ask one firm at a time;
if they say yes, you’ll have a lot of leverage
when you approach the other two
businesses. Be sure to mention in your
cover letter the others who will be
involved with the proposal.

m Ask one business to supply the
volunteers; write a grant to obtain the
funding. Note: Get the volunteers first;
again, the "business" connection will carry
weight when you make your request for
funding.

There is no one best approach in this
scenario. Depending on he proposal and
the information about the company(s) you
will be approaching -- the decision is
yours.

FOLLOW-UP WHEN THE ANSWER IS
YES!

I am an optimist in assuming that the
corporation will get back to you about
your request provided that your deadline
is reasonable. If they do not, pick up the
phone and make an inquiry. Once they
say yes to your request, immediately write -
a thank you letter to the CEO or
President. There is still nothing more
pleasant to anyone than a polite thank you
note. I realize that it seems trite to even
mention this -- but you’d be surprised how
many people forget this one courtesy.

At this point your request for help will
have been assigned to the appropriate
department/person in the corporation.
Your next step is to schedule a face-to-
face meeting with your contact person.
The best place to hold that meeting is at
your school. This is your chance to show
them what you have and what you don’t




have. Give them the grand tour and
please don’t keep them waiting in an
empty conference room "because you have
one more item to attend to." Again, this
is coming from experience -- I've wasted
my time waiting for others and have even
walked out of meetings that started 20
minutes late. Your business “partner”
should show you the same respect.

..Please don’t keep them waiting in an

empty conference room "because you have
one more item to attend to."

The grand tour is important because your
business contact may not be familiar with
your school or may not have even entered
a school building in 20 years! A handout
with background about your school’s
characteristics would be very helpful. Give
your business representative some
concrete lessons about your students,
teachers, parents, and the community at-
large. Also, share some personal
information about yourself and ask
questions of your business contact. The
first meeting needs to include some
"relationship building." You can’t jump
into a task without getting to know each
other first.  Finally, set up regular
meetings with your contact person to
accomplish your goals.

FOLLOW-UP WHEN THE ANSWER IS
NO!

Don’t be discouraged when the answer is
no. Do find out why. If you find out the
reason why a firm turned down your
proposal, you’ll learn more about how to
approach the next corporation. You may
have followed all of these steps to the
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letter-- but the timing was off. Also, your
proposal may be open to negotiation. It
could be that the company couldn’t do
everything you wanted but they are willing
to help in one area. A telephone call to
inquire about other possibilities can’t hurt,
if you use diplomacy.

Whatever the outcome, follow-up with a
thank you note.

EVALUATION

Business people like to see results. Build
into your initial proposal the method that
you intend to use to evaluate the success
of your endeavor. You can even get the
business to help you measure the
program’s effectiveness. The main point
here is that you formulate a plan for
accomplishing this task. It’s important to
the business -- and I know it’s important
to you.

CORPORATION CASSEROLE
COMPLETED!

If you take all of the ingredients listed,
add your own unique flavorings and give
the relationship time to "bake," you'll
have a wonderful "corporation casserole."
Furthermore, everything is in one "pot"
that requires less coordination, easier
evaluation and little "clean up." Think
about asking a business to get on your
side. By mixing your talents and spices,
you will be able to serve your school a
delicacy beyond all expectations!

Whatever the outcome, follow-up with a
thank you note.




OVERBAKING AND UNDERBAKING: A
SUMMARY OF DO’S AND DON’TS

DO take the plunge. Initiate a
relationship with a big business.

DO approach the appropriate level of
management in the corporation.

DO your homework. Find out all you can
about the corporation.

DO target your company and your
proposal.
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DON’T limit your sights -- go for the gold!
DON’T forget to say thank you.

DON'’T be intimidated by a business
executive. Inform him/her about your
school’s needs.

DON’T pass up the opportunity to do a
dynamite EVALUATION. And then
publicize your success story.

Elaine Urbanski is the Educational
Representative for the Baltimore Gas &
Electric Company.




WORKING WITH
COLLEGES AND UNIVERSITIES

Homer Schamp

Some of the most

effective and
productive
partnerships that

can be developed
are those between
schools and
colleges and universities. Colleges -- both
public and private -- are teeming with
individuals who have chosen to work in
such an institution because they believe in
its ideals, enjoy working with other people,
and have expertise in one or more areas
of knowledge or skill. Most of them are
aware of their somewhat privileged
position in society, and have a heightened
sense of civic responsibility because of that
position. They want to help you with your
school and community endeavors.

On the other hand, college and university
professors and staff tend to be impatient
when asked to respond to very general
requests for help. A request to a biologist
to "send me everything you have on
insects," for example, is not likely to lead
to a worthwhile exchange. Why? Because
most college staffers are trained in very
specific disciplines. They are more often
than not focused on the "tree" while the
general public is focused on the "forest."

This does not mean that university
personnel can’t help you define what your
specific needs are. This is precisely where
they might make their greatest
contribution. Analysis of complicated
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situations, and particularly those that
require in-depth evaluation, is the life’s
work of many a professor. The following
section will help pave the way for you to
make an initial contact with a college or
university.

PREPARING THE WAY

School/community projects are sometimes
born because one or more individuals
sense that something is wrong and can be
improved. The need may appear to be
very specific, leading to a temptation to
find a simple solution. However, there is
rarely a simple solution, because any single
change affects other aspects of the school’s
program or the community’s response.

If an individual from a college or
university is going to be asked to
participate in your project, then one of the
most effective pieces of work that can be
done in advance is to write down the
following:

m your observations of the problem or
issue at hand;

m your short term and long term goals to
address the problem;

m a description of the school and/or
community.

Such a paper should be brief (2-3 pages)
and stated in simple language. There may
be some special items that are important
to include in your paper so that a person




outside the community can more readily
understand the problem and the urgency
felt by those concerned. For example, if
the current situation represents a
deterioration from earlier, happier
circumstances, it is important to contrast
the two periods of time and indicate what
some of the changes have been.

The concept paper is also important to aid
the school in deciding whether the help
proposed by the college or university is
likely to be useful in solving the problem.

UNDERSTANDING THE ORGANIZATION

Often, schools and community groups only
think of college and university faculty
members when they decide that some
problem is on the horizon. This
perception is unnecessarily limiting, and
deprives many talented individuals in these
institutions of contributing 10 your various
projects.

It is appropriate to think of a college or
university (public or private) as a
corporation. In addition to the academic
departments, there are a number of other
offices or departments that may be able to
give valuable advice and assistance. For
example, the administration of a college
always includes a business office with
individuals skilled in finance, planning,
personnel, and purchasing. There is a
physical plant office in which individuals
plan, oversee, and perform construction
work.

The Admissions Office. There is an
admissions office, a financial aid office,
and an office of student life. Often, a
project needs a large number of young
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volunteers. One of the functions of an
office of student life is to coordinate the
activities of many student groups. On
most campuses, there are student service
organizations, some of them general,
others with more specialized functions.
The quickest way to tap into these
organizations is usually through the office
of student life.

The University Library. Closely allied with
the academic departments is the college or
university library. Librarians devote their
entire career to being of service to their
patrons. They are often an overlooked
resource. Many are experienced in
research and can greatly enhance the
amount of information available to a
project.

Tutoring and Student Services. Often,
there is an office to provide tutoring to
students registered in the college or
university. This office may be called a
learning resources center, or some other
name that does not make it clear that it
provides tutoring services. You may need
to make some inquiries to find it. Staff in
this office are skilled in working with
students who have a wide range of
preparation and ability, and they are
likely to have a number of students who
are trained as tutors.

Audio/Video Department. There may also
be a Media Technology Center that
prepares instructional materials. The
professionals in such an office are experts
in preparing slides, audiotapes, videotapes,
and other items that are invaluable for
presentations or as adjuncts to a program
of instruction. Often these offices are
"self-supporting," meaning that they have
a very small budget for materials and staff,
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but the professional advice they dispense
can be extremely valuable.

It is appropriate to think of a
college or university (public or
private) as a corporation. In
addition to the academic
departments, there are a number of
other offices or departments that
may be able to give valuable advice
and assistance.

Public Affairs and Development. Finally,
two offices that are often overlooked by
groups seeking assistance are the office of
public affairs and the development office.
The first of these can provide advice on
such necessities as making a presentation,
getting publicity, and designing and
printing a brochure. ‘

The development office conducts fund-
raising activities for the benefit of the
college or university. Though your own
program may appear to conflict with this
interest, such conflict is not inevitable.
The sources of money that you're
interested in tapping may be entirely
different from those accessible to the
college or university. In any case,
development officers can give you valuable
pointers on what to do and what not to
do. If you intend to apply for a grant
from a local, state, or federal agency, they
can direct you to sources of information
within the university.

College Interms. The most plentiful
resource at all colleges and universities are

the students themselves! Many
departments encourage oOr require
interships and field experiences,
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particularly at the graduate level. In
addition, many campuses have service
clubs, charitable organizations, and
fraternity and sorority groups that are
available to assist the public in a wide
variety of activities, from tutoring to
advocacy to social services. Contact should
be made directly with academic
departments and the school’s office of
student life.

KNOWING YOUR COLLEGE OR
UNIVERSITY PARTNER

To work efficiently with a particular

. institution of higher education, one must

have some knowledge of it. Each one is
different despite some common features.
Perhaps the quickest and most efficient
way of getting this information is to study
the catalog. Catalogs can usually be
obtained by calling the admissions office.
Much of the catalog is devoted to
descriptions of academic programs and
courses that are likely to be of little value
to you, but you can still obtain a flavor for
the school’s specialties. The catalog
contains a list of all faculty, along with
their specialties and affiliations

It is important to know how a college or
university ‘"works" so as not to be
frustrated when dealing with such
institutions. Colleges and universities are
not "hierarchical;" faculty members in
particular are likely to consider their
highest loyalty to their profession or
discipline, not to any individual in the
administration. Although there are
department chairpersons, deans, and vice-
presidents and presidents, none of these
individuals has any direct authority to
influence faculty members to work on any




project.

Somewhat the same situation prevails in
non-academic departments. A supervisor
of such a department cannot demand
participation from his staff. Academic
institutions run on persuasion; a convincing
argument is much more persuasive than a
direct order. Ultimately, this is a great
strength, because those who do decide to
participate in your project will be doing so
because they are convinced of its merit
and their capacity to make a contribution.

ESTABLISHING A TIME FRAME FOR
THE PROJECT

Some cooperative projects between
schools and colleges and universities
continue for years, although this is not the
typical case. Unless a project contributes
to the institution’s mission of teaching or
research, or unless it fits within the
institution’s funded public service program,
provision must be made for completing
the project within a few years. Most
foundations and agencies will not give
continuing support to a project that shows
no evidence of becoming
"institutionalized"-- being made part of the
regular structure of an established
program or organization.

EVALUATION AND CONTINUITY

To become institutionalized, a project
must have demonstrated its effectiveness.
Before any new program is added to an
existing budget, the organization must
usually eliminate or curtail another
program. To have high enough priority to
justify the elimination of existing programs,
the clear superiority of the new program
must be evident. Many highly effective
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programs have been terminated because
inadequate attention has been paid to
documenting accomplishments and proving
cost effectiveness (in other words, bang for
the buck!). So the best time to begin
preparing for the end of the project is
before it begins! It is impossible to prove
that a project has had any effect unless the
baseline data are established before the
project begins. This requires a carefully
detailed plan for data collection,
evaluation, and cost-
effectiveness.Preparing the baseline data is
often the most valuable contribution that
a person from a college or university can
make to a project. Departments of
Psychology, Sociology and Colleges of
Education all have people skilled in the
research techniques necessary for
performing such work. Results are always
more convincing if the group carrying out
the evaluation is not directly involved in
the project .

SUMMARY

Colleges and universities have the
potential to make significant contributions
to community and school programs. Their
effectiveness can be greatly increased if
schools and communities spend some time
in learning about the institution and
getting acquainted with the full range of
available talent. Usually, the resources
that a college or university can bring to
bear on a problem are professional
services rather than equipment, supplies,
or physical facilities. All institutions
expect that their faculty will devote some
effort to providing professional services to
the community. Although not specifically
charged with doing so, many other staff
persons also are happy to provide help
when needed.




Any project should have a clearly defined
plan for evaluation and a scheme for
"institutionalizing" the activities of the
program.

Dr. Schamp recently retired as Acting
Director of the University of Maryland
System Center for Excellence in Urban
Education, located at Coppin State College.
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FOUNDATIONS

Jan Rivitz

The purpose of this chapter is to describe
a very important ingredient in the
development of school and community
projects. Foundations play a major role in
funding programs that might not otherwise
receive governmental support, but are
nevertheless important to your students,
neighbors, and other citizens.

Later in this book, you will read about
recipes for conducting projects and writing
grants to support them. Although you
may follow the recipe to perfection, you
should remember that one of your key
ingredients, the foundation, can be very
unpredictable! Unlike yeast, the
foundation may not "rise to the occasion"
every time. However, that doesn’t mean
you shouldn’t apply for funds. You may
have to apply a few times before you
actually obtain a grant.

In many ways, this chapter, designed to
describe an ingredient, may actually be
considered a recipe for successfully
establishing rapport with a foundation.
HAPPY COOKING!
*ee
INGREDIENTS FOR GETTING
A FOUNDATION GRANT

% KNOW YOUR AUDIENCE

The Foundation Directory defines
"foundation"” in the following way:

A foundation is a non-profit
organization created for the
purposes of establishing or
maintaining charitable,
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educational, religious, social, and
other activities for the common
good. Because foundations enjoy
special tax privileges, they are
required to donate at least five
percent of the market value of
their assets to charitable causes.

This is about the only thing one can say
for sure about all foundations. Beyond
this legal definition, no two foundations
are alike.

They differ in many ways including donors,
charter, by-laws, trustees and other
governance issues, staff, grantmaking
focus, guidelines for giving, applications,
how decisions are made, and available
resources. It is important to know as
much about these things as possible.

How do you find out? There are three
basic ways:

1. Use the informal network. Gather
information from people who know the
foundation that you're interested in; talk
to pecple who have secured a grant from
a particular foundation. And never
underestimate the importance of knowing
about the personalities of foundation staff.

2. Get a copy of the foundation’s

guidelines and other information. Write
or call the foundation for a copy of their

guidelines, annual report, and application
forms (some foundations may not have
them). Some foundations use a common
application form that is available upon
request from the foundation or the local

a
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Association of Grantmakers.

3. Go to the library. Use the directories
available in the main branch of your local
library. There is usually a Foundation
Collection with up-to-date information on
all grantmakers. The staff will be happy
to help you use these directories to

research foundations that might be
interested in your proposal.
Periodically, some local foundation

officials will host a training session on
conducting such research. Try to attend
one of these sessions.

% KNOW YOUR PRODUCT

Packaging your "product" or writing a
grant proposal is covered in another
chapter of the Cookbook. But once it is
written, it is entirely up to you to sell it.
In order to do this, you must know what’s
in there, what you are trying to
accomplish, and be strongly committed to
its merits. If you don’t believe in it, a
foundation never will. It’s up to you to
make your proposal come alive for
someone who has just read nine other
proposals before getting to yours, or has
heard presentations from five other
committed, dynamic, and charismatic
"salespersons” before meeting with you.

% KNOW YOUR COMPETITION

And there is more of it than you can
possibly imagine. Your perfect grant
proposal that took hours and hours of
hard work and sweat will arrive in the mail
at the foundation office with a twelve inch
stack of identical looking 8-1/2 by 11 inch
brown manilla envelopes and will be
greeted with the requisite groan familiar to
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all foundation staff people. Inside these
envelopes will te proposals similar in
format to yours, proofread twenty times so
that there is not one speiling error or typo,
and promising to change the future of
every child lucky enough to receive the
proposed intervention with the help of
foundation dollars, which is, at this
particular point in time, looking mdre like
"spare change."

Know this. Acknowledge this. But above
all, understand and articulate why your

project is different, unique, and fills a
previously unmet need.

% KNOW THE ART OF NEGOTIATION

A successful "deal" only gets made when
both sides are convinced that they have
each won something. In a deal between
the grantee (the person who gets) and the
grantor (the giver), the "win" for the
grantee is obvious -- they get the bucks to
run their project. But the win on the
grantor side varies, as in everything eise,
with the particular foundation. The win,
or what a foundation would consider in
business terms, a return on investment,
can be quantified in any number of ways:

m You did what you said you'd do
according to budget.

m You gained public recognition for the
foundation or company.

m You leveraged (raised) other (matching)
funding resources.

m You won the attention of policy makers.
m You showed positive outcomes for those
participating in your program.

m You changed the way that public dollars
are allocated, and the way that public
services are delivered.




These are some of the ‘“returns”
foundations look for. But-it is important
to know what a particular foundation calls
a win, and for you to be able to offer
them one.

TECHNIQUES

The basic ingredients above are necessary

for getting a foundation grant. But
"technique" is just as important as
ingredients. The following list of

techniques takes practice, experience, and
a degree of luck.

# GETTING A MEETING

The phrase "It’s not what you know but
who you know" is important to remember.
It’s always beneficial to get a meeting with
a foundation, but not always easy. It is
often important to use someone “"well-
connected" to speak on your behalf. Use
your resources -- administrators, principals,
community representatives, or friends -- in
order to find someone who has a personal
relationship with the foundation.

# BEHAVING IN A MEETING

m Be prepared, brief, and ON TIME.

m Listen carefully, and whenever possible,
agree!

m Remember the accusation often leveled
at foundations -- "the only good idea is
their own." This is more than likely to be
true.

m Never whine.

m Never make a staff person feel guilty for
not funding you.

m Be meticulous and timely in follow-up
meetings or correspondence.

m Be abundant in thank you’s.

m Never sound desperate.
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m Always make eye contact.

m Don’t be afraid to be proud of past
accomplishments.

m Always invite a foundation to your "turf,"
knowing that they won’t always come.

m Always focus on who benefits from your
project.

# FLEXIBILITY

Be firm, but flexible. Foundations have
many objectives of their own, and their
tendency, if they are at all interested in
you, is to try to get you to help them meet
one of those objectives. If it is something
that can be comfortably integrated into
your project, by all means consider it! If
it takes you far afield from your mission,
then graciously pass on the opportunity.

# PATIENCE

For the most part, foundations work on
their schedules, not yours. Leave plenty of
time between asking for the grant, and the
actual implementation. Also be prepared
to provide additional information, answer
many more questions than you've already
addressed, write and rewrite, and often
just wait for an answer or
acknowledgement.

Securing a foundation grant is often the

result of building a relationship over time,
and developing trust. This takes time and

patience.
% PRAYER

If you believe in it, it can’t hurt to use it!!
‘o0

Having listed ingredients and techniques,
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I must remind you again that even if all
the elements are perfect, the recipe might
fail. If it does, you should attempt to
analyze the reason. I offer the following
checklist for conducting the analysis:

m You reached the wrong audience, and
should pursue other foundation sources.
Keep working.

m The proposal is well-conceived, but
there is no interest among several
potential grantors. At this point, I suggest
shelving the project and using energies
elsewhere.

m Demands on foundations were too great
and there is a better time to revisit them.
Dust it off at a later date.

KEEPING IT FRESH

The final part of this chapter refers to
"Keeping it Fresh" if you are lucky enough
to have it turn out and get funded. This is
very important! Getting a foundation
grant is difficult. Don’t waste the
opportunity by having it get stale.

® Receive the grant graciously and
enthusiastically.

m Thank the foundation publicly, if
possible, but always get their permission
first.

m Involve the foundation in as much of the
implementation as their interest dictates.
m Invite them to the school or classroom
often to show off your joint
accomplishments.

34

40

m Use the same amount of care in
preparing progress reports as you did in
preparing the requests.

m If evaluation requires data collection, be
thorough and meticulous.

m Continuously check your progress
against your proposal’s time line.

m Communicate with the foundation if
there are any problems. Foundations are
much more understanding if a project runs
into snags while there is still time to make
an adjustment than they are if you wait
until the end of a grant period and
surprise them with a failure.

m Stay in regular contact after the project
has been completed. Let them know the
longer term results of their involvement
and investment.

Jan Rivitz is Executive Director of The
Aaron Straus and Lillie Straus Foundation,
Inc, and the past president of the
Association of Baltimore Area Grant
Makers (ABAG).




MEDIA RELATIONS:
WORKING WITH NEWS REPORTERS

Jay Merwin

RECIPE : Media Relations

INGREDIENTS: Administrators, teachers,
and students, mixed with news reporters.

PREPARATIONS:
Facts. Be
prepared to talk
about what you
know, or to refer
the reporter to
someone else who
might be available.

Reporters often work on daily deadlines
that leave them little time to wait for some
other more convenient time. Reporters
work for editors who want the story now.
Good reporters look around with their
eyes and with their questions. They report
what they find, though that may not always
be what the school community wants to
present. Recitation of a narrow set of
facts emphasizing only the best possible
interpretation of a story is never
convincing to a reporter. Knowing your
school and your job (if you work in a
school), and being able to share some of
that knowledge as you would explain it to
a friend -- the good news with the not-so-
good news -- is the best preparation.

INSTRUCTIONS: Mix, which means, let
administrators, teachers, and students talk
to reporters.
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DO’S and DON’T’S: DO try to say
something if a reporter wants to know
what’s going on, even if it’s only a little
information. DON’T panic or repeat "no
comment" to each question. That only
arouses the reporter’s suspicion, perhaps
where none should exist, that you have
something to hide. If you don’t like how
a reporter’s story turned out, DO call and
say so! Eventually, if the reporter is doing
the job right, and you’re on the level, a
positive relationship will form.
1224

The difference between the benefits of
working with the media and the hazards of
avoiding them were most obvious tc me
when I arrived one winter day to cover a
story about something terrible - 2 shooting
in a school hallway.

It wasn’t the first shooting at that school in
recent years. One school official there
who had seen it all, and perhaps more
than he could handle, refused to talk to
me about what
had happened.
"Please leave," he
said. After he said
that, a different

school official
volunteered to

}
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take me on a tour
of the school, to
the spot where a fight had begun between
two young men, where one pulled a gun
and fired, wounding the other.




Think of the difference between these two
attitudes. The school official who asked
me to leave apparently thought that my
newspaper should overlook a major crime
at a school, where someone could easily
have been killed.  Presumably, the
information would have been kept from
the parents, or else they would be left to
learn what they could from their ctildren.
Don’t they deserve a full explanation?
Compare that approach with that of the
other school official who took me on a
tour of the halls. As we walked, he
calmed nervous students who approached
him, hushed a noisy cafeteria, and
disciplined rowdy students moving between
classes. He wanted to show me that
despite the shooting, life would go on at
this school, and he was in charge. Parerts,
and readers generally, had a chance to read
that perspective in my story about the
shooting.

I understand why some people, especially
those in the schools, don’t want to talk to
people who do what I do for a living.
After seeing so many unflattering media
stories about the schools, they don’t want
to risk participating in another one. They
1aight invite reporters to their schools for
the occasional ceremonial dedication of a
new ccraputer laboratory, but not for
anything substantive. And if reporters fail
to show up for the dedication ceremony,
these officials are only confirmed in their
belief that the media want only "negative"”
stories, never "positive" ones.

Actually, news reporting doesn’t work that
way. When officials refuse to talk about
bad news, that only arouses further
suspicions among reporters that the school
has something to hide. @ Each "no
comment," each demand that we avoid a

"negative  story,"
confirms in us the
belief that the
people who say
that don’t want us
to know about
some failure or
incompetence that the community of
taxpayers and parents should know about.

Concerning the specific instance of the two
school officials I encountered at the
shooting, my relationship with the one who
stiffed me never improved. 1 had to
persist with inquiries for several weeks to
get his permission to sit in on a student
discussion group on violence prevention --
presumably, a constructive response by the
school to the shooting and one that would
make for a good story.

B ut m y
relationship with
the other official
who took me on a
tour blossomed
thereafter. In my
unbidden appearance at his school for a
tragic story, he and I developed a rapport
and trust that led to other stories about
the school. From our conversation
walking the halls that sad day, I learned
about how he and a group of faculty and
students ran a concession stand at the
baseball stadium to raise money for
projects and equipment that the school
could not otherwise afford on its budget
from the city. A few months later, I
visited the stand while he and others
sweated over a hamburger grill during the
ball game, and I wrote about it. From my
conversations that summer night, in a
more relaxed atmosphere than the
afternoon of the shooting, I got more




ideas for more stories.

In none of these stories -- from the one
about the shooting or those that followed -
-did I approach with a mission to write
something "positive" or "negative" about
the school. But unfortunately, some
people believe this is how the media does
its job. Rather, I write what is obviously
news, such as a violent crime in a school,
and follow my interests from there. I
really don’t worry whether my stories
conform to school officials’ preferred
image of the school system or not, though
I am well aware that certain events I cover
or information I gather does affect public
perceptions about the school. But it’s not
my business as a reporter to serve as a full
partner or enemy to the school or school
system in shaping those images. I write
what I see, and try to pursue other ideas
that arise from that experience.

Often what interests me, and possibly
other reporters as well, lies buried in the
press release, or in the memory of an
administrator, teacher, or student I might
meet. An education reporter’s desk is
often inundated with press releases on
school publicity stunts, some worthwhile,
some not, and some that prove to be
valuable leads into much larger stories.

For that reason alone, I have taken up
many press release invitations just to see
what I can gather. Sometimes, nothing
comes of it, other times, I get an idea.

For example, when [ followed the mayor
on one of his planned appearances in
which he tried to highlight some
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overlooked aspect of the school system, I
found a school that was on the leading
edge of a new approach to providing early
and positive male reinforcement to young
black males in inner city schools. It was
an elementary school, where the principal
had set up an all male class. One of the
few male teachers in the elementary
school system was teaching it.

I wrote a story about the class, combining
it with other information from an earlier
meeting among scholars, educators,
politicians, and other leaders to discuss
ways of institutionalizing such an approach
throughout the school system. That story
later prompted other reporters on my
paper to expand on the subject with a
three-part series.

I was glad I followed the mayor on this
particular publicity outing. But I began to
wonder how many other such independent
initiatives I might find in other schools, if
the schools and the people who run them
were more accessible.

SPECIAL COOKING NOTR:
Soe the lolloning addisional recige(s):

Getting the Media to Your School

Making Your School Office and Inviting Place

Jay Merwin is a reporter for the Evening Sun
who has previously covered city schools.
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THE SCHOOL BOARD

Amita Hicks McArthur

The mere mention of “"School Board"
evokes many different emotions among
those involved with schools. Often loved
and often scorned, the role of school
board members has been thrust into the
limelight as school districts across America
brace for what promises to be a revolution
in the way in which schools go about their
business of educating our youth.
Consequently, it’s now more important
than ever to understand some of the
common characteristics of the group, their
responsibilities, and the types of issues
they address.

This chapter will help you to better
understand issues facing school boards and
what you should be aware of when
working with this very important
ingredient.

# to serve the children of their school
district as a first priority;

# to be the eyes and ears of the public
with regard to educational issues;

# to learn about and act on the public’s
educational standards and needs;

# to prepare educational policy;

# to percolate the community’s interest in
education.

School boards take on many forms. This
chapter relates to typical urban boards.
The School Board, or Board of School
Commissioners, as it is known in many
cities, is typically made up of volunteers
appointed by the Mayor or elected by the
public at large. Many board members
serve without compensation. Often,
members are chosen based on their ability
to promote the interest of public
education by reason of their insight,
character, education, business experience,
and personality.

The President of the Board presides at
Board meetings and calls special meetings
whenever he/she deems necessary. The
members of the Board often nominate a

Board member to serve as vice-president.
The vice-president typically presides at any
regular or special meetings of the Board in
the absence of the president.

D
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ROLES AND ORGANIZATIONAL FORMS

Most boards have standing committees, or
panels of members that have special

OF BOARDS responsibilities.  Standing committees
usually include but are not limited to the
It is generally the charge of boards: following:
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Budget and Finance

Curriculum, Planning, and Evaluation
Personnel and Credentials

Rules

Facilities

Intergovernmental Relations

Ad hoc committees are appointed from
time-to-time as the need arises, and may
concern issues such as discipline,
technology, or redistricting.

ATTENDING BOARD MEETINGS: YOUR
RIGHT AND YOUR RESPONSIBILITY!

# Meeting Dates. School Board meetings
are usually held at regular, published
intervals throughout the year. These
meetings are opein to the public. Check
with the school system’s Office of
Communications for dates, places, and
times.

Special hearings are called to address
specific issues of importance. These
usually occur at the beginning and end of
a major study.

Many board members serve without
compensation. Often, members are
chosen based on their ability to
promote the interest of public
education by reason of their insight,
character, education, business
experience, and personality.

# Addressing the Board. Persons wishing
to address the Board at a public meeting
usually register the request(s) in writing,
although many boards now have open
forums at the beginning or end of the
meeting.
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When you address the board, please be
brief and to the point. Board meetings
can last for from one to several hours, and
include virtually every issue under the sun.
You will find that having written
comments to follow your presentation will
have a bigger impact on the members, and
may result in a more satisfactory response
to the issue at hand.

BOARD ROLES AND RESPONSIBILITIES'

# Policy Making. While the Board is
ultimately responsible for all district
concerns, the Board’s major function is
policy making. These include, but are not
limited to, employment of personnel, the
provision of pupil services and educational
programs, instructional materials, school
facilities, equipment, finance, and support
services. The Board can adopt policy upon
the recommendation of the
superintendent, but the final decision on
policy cannot be made by the
superintendent. The Board develops
policies. It also has the authority to
evaluate policy through observations,
special oversight studies, and periodic
reports by administrative officers.

Other board responsibilities include:

# Designating the Chief Executive. The
Board is responsible for recruiting, hiring
and evaluating the performance of the
superintendent of schools, who will carry
out its policy.

# Planning, Goal Setting, and Appraisal.
The Board is responsible for establishing
the current and long-range educational
plans and programs for its district. It is
ultimately responsible for the appraisal of
the results of these programs.




# Establishing Financial Plans. The Board
is responsible for the approval and
adoption of the annual budget that will
provide the financial basis for the
buildings, furnishings, staff, materials, and
equipment needed to carry out
educational programs. In many cities,
boards have the power to levy taxes. In
others, resources are tied to other taxing
authorities, such as the Mayor or Town
Council. Nevertheless, all boards play a
critical role in allocating resources for
education. Therefore, every citizen should
keep abreast of the actions of the board
with regard to resources.

# Staffing and Appraisal. The Board is
responsible for establishing policy
governing salaries and salary schedules,
terms and conditions of employment,
fringe benefits, leaves, and in-service
training. Again, the influence of the board
in this role cannot be underestimated,
since in many cities and towns across
America, school system employees form a
large proportion of the total municipal or
town work force. This role tends to have
intense political ramifications in many
school districts.

# Instruction. The Board sets general
goals and adopts policies upon which
instructional programs are based, all of
which must always be in accordance with
state laws and regulations. It is critically
important to note that responsibility for
education is generally vested in stafes,
rather than local jurisdictions. Therefore,
while local boards of education are
empowered to make major personnel,
policy, and instructional decisions, they are
limited to the extent permitted by state
law.

6o
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# School Facilitiess. The Board is
responsible for determining school house
needs, communicating those needs to its
community, purchasing, disposing of or
leasing of school sites, and for approving
building plans that will support and
enhance educational programs. Facility
needs are directly related to the entire
instructional program, and the board must
respond accordingly.

# Students. Although students are the
primary “clients" of the board and the
recipients of all benefits, the Board does
not deal directly with students. Rather, it
sets the policies which guide the actions of
administrative and other school staff in
support of students.

“This school board meeting 13 nothing.
You should see us when we get organized!”

Reprinted from Becoming a Better Board Member,
with written permission from the National School
Boards Association. All rights reserved

# Public Relations. An effective Board
member must maintain on-going personal




communication with the entire school
community. The Board must ensure that
an adequate means for keeping in touch
with its citizenry exists.

% Adjudication and Investigation. Often,
the Board must respond to appeals for
school staff members or students on issues
which involve Board policy. Student
expulsions from school, criminal activities
on the part of staff members, and other
matters for which policies have been
established are frequently subject to direct
intervention by the Board.

WHO ARE BOARD MEMBERS?

School board members are people just like
you. They come from all walks of life.
They possess knowledge and experience in
health, social science, business, law,
education, housing, and the trades. Some
are retired. Most are parents who
currently have or have had children who
attend schools in the district.

On volunteer boards, most board
members also are full-time employees at
another job. It makes for quite a juggling
act to manage a job, family and Board
service. Board members do a tremendous
amount of reading to stay abreast of
educational issues. Material comes to them
from the local, state, and national level.

Some boards have student members.
These representatives are usually student
government leaders who are selected from
among their peers to serve in what is
usually a non-voting capacity on the board.
Students play a vital role in board business
by pnroviding a "front line" perspective on
a variety of important issues.
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Much of the Board member’s time is spent
in meetings. In addition to the regular
session when the full Board meets, Board
members also belong to wvarious
committees. In an effort to maintain good
personal relations with the community,
Board members also attend many
community functions.

ATTITUDES OF BOARD MEMBERS

If there is a set of rules that distinguish
Board members from others in the
community, it would probably be their
perspectives on the value of public
education. While no two Board members
or communities are alike, you will find
School Board members everywhere are
universally committed to:

% their own field of work and a strong
voluntary commitment to service on the
School Board;

# cultural diversity;

# community/parent involvement in
schools;

# equity of education results;

# full accountability by the public.

Remember these aitributes.  They’re
important in understanding how your own
ideas and attitudes may be received by the
Board.

DO’S and DON’T’S

DO

# Come to the School Board meeting and
talk to the Board.

% Take a moment to write a letter to a

School Board member expressing your
thoughts.

# Get others involved in schools issues;
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there is power in numbers.

# When an issue or problem arises, work
through your child’s school first. More and
more decisions about your child will be
made at the individual school. If you get
no satisfaction from the school, come to
the School Board.

# Be an active participant in your child’s
education

DON'T

# Don’t stay away from your child’s
school.

# Don’t stay away from School Board
meetings. Knowing what policies are
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being developed and how they will affect
your child, school, and community is
critically important.

% Don’t forget that your voice can make a
positive difference in your children’s
education.

* Sections of this chapter were adapted from
Becoming a Better Board Member: A Guide to
Effective School Board Service. National School
Boards Association, 1982.

Amita Hicks McArthur is a parent, wife,
teacher, community activist, and member of
the Baltimore Board of School
Commissioners.
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YOUR SCHOOL SECRETARY

Phyllis Gosnell

The first person that most of the outside
world encounters in the initial contact with
a school comes in the form of a secretary,
a very crucial ingredient in any school’s
successful

operation. To W

fully understand

just who a school “E EEID
secretary is and L \

what she does, it
would be helpful
for you to know a & =
bit about her

duties -- those written in the formal job
description as well as those unspoken, and
often unrecognized, special situations that
make up her work day.

Many people envision a secretary as a
typist, a stenographer, a word processor, a
filer, a receptionist, and a message taker.
For the school secretary however, the job
goes much, much
further. In addition
to the usual array
of duties that one
would expect, the
job involves many
additional
responsibilities.

For example, there
are student and faculty records to
maintain, changes of address and transfer
requests to process, along with schedule
changes and grade changes to enter on the
computer. There are telephone messages
to take, not only for the principal, but also
from parents for students and from friends
and family for faculty members -- who
often think of the school secretary as their
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own personal employee. This alone can
be quite overwhelming, considering that
some urban schools have one secretary for
500 students, 2 administrators, and 40 staff

There are lunch
tickets and
transportation
tickets to record
and distribute.
There are office
supplies and
textbooks and equipment to order, catalog,
and distribute; school funds to be
accounted for and secured; attendance to
be taken; payrolls to be completed;
substitute teachers to be called; student
handbooks to be typed and distributed;
mail to be opened and routed; daily
bulletins; parent newsletters; building use
permits; overtime authorizations; PTA and
faculty meetings ... I think you've got the
picture!

Now to all of the above duties add the
unwritten, unspoken, but essential
contributions of our school secretary, and
the picture will be pretty much complete.
At the elementary school, she routinely
comforts the sick child and disciplines the
naughty one. She daily dispenses band-
aids and tissues
and sympathy for
the wounded, hugs
and kisses and
encouragement
for the shky and
frightened,
admonishmentsfor
the mischievous,




and kindness and understanding for the
unhappy and bewildered. In other words,
she treats her charges in much the same
way that she would her own children.

In the upper grades, the same activities
occur, although on a more intense and
complicated level. She is a friend and
confidant to students needing an
understanding ear, help with a problem
(academic or personal), an appointment
with the principal, counselor, or school
nurse, even carfare home or a quarter for
an emergency phone call. Our school
secretary is there for all.

Despite all these demands on her skills,
the school secretary, as a rule, would never
trade her job for a central office position--
how unexciting and mundane, how
predictable!! She has often been in the
same school for years, sometimes since the
very first opening day when everything was
brand new and squeaky clean. She has
seen principals, students, faculty members,
and support staff come and go, and has
somehow managed to survive the good
times and the bad. There are more than
a few instances when the school secretary
is considered by the community to be
practically an institution, often being the
only personal contact that some parents
and students ever have with the school’s
administration.

As with all jobs,
though, there are
times when the
school secretary
feels (and
sometimes even
righteously
threatens) that she would give anything to
be anywhere else. There have been

-
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occasions, for example, when the school
secretary has risen from a warm bed on a
snowy morning and struggled through
thigh-high snow drifts to get to school only
to discover that she’s the only one who
bothered to get up at all. There are 100
degree summer days in unairconditioned
offices, when everyone else gets to go
home early. There are times when a 250-
Ib. male teacher sends a hulking six-foot-
five-inch teenage trouble- maker to the
office to be disciplined by a 105-ib.
secretary without bothering to find out if
the principal is around to take care of the
matter. There are many occasions when
enraged parents take out all their anger
and frustration on the school secretary
because they haven’t been able to reach
the teacher or principal at the exact
moment that they call the office. There
are times when the amount of a teacher’s
paycheck is wrong, or a student’s health
record is lost, or the third floor lavatory
toilets are stopped up and flowing over
and the custodian has disappeared, or ten
people come to the office at the same
time without appointments (all demanding
immediate attention), or the P.A.
malfunctions and the change of class bell
rings off schedule, or fifteen teachers call
in sick on the same day, and all the
regular substitutes are sick too. These are
not exaggerations.

Ideally, all of these adversities and more
are met with calm, cool courage, an
optimistic outlook, and an expedient
resolution. But let’s be realistic, even the
best school secretary is sometimes
overwhelmed. The smile fades, the lips
quiver, the palms become damp, the teeth
grind, the head pounds, the voice becomes
edged with strain, the temper flares, and
patience flies out the window, sometimes




along with good sense and manners. For
all of us, at one time or another, some
days are simply not good days.

Now I'm not saying that a school
secretary, as described here, will be found
in all of our schools. As in every walk of
life, there are those of us who are great at
what we do, those who are good, those
who don’t quite make the grade, and,
unfortunately, those who are just plain
awful! But overall, the school secretary
knows that she is a professional employee,
and she takes immense pride in doing the
best job possible under any given
circumstance. She is really concerned
about the students in her school. She
wants the best for them. Often the
children live in the same community where
she lives; they are her neighbors. She
knows first-hand the good things and bad
things that are a part of their home and
school environment. She is just as proud
of their successes and as sorry for their
failures as any of the teachers and
administrators in her school.

HOW TO KEEP US HAPPY

\ While we all know

« that she is worth

far more money

than she will ever

\ be paid, incredibly,
the school
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secretary derives a lot of personal
satisfaction and happiness in knowing that
her capabilities and talents are recognized
and appreciated. She feels especially
gratified when her opinions, suggestions,
and concerns are accepted and included in
the determination of her school’s
operational procedures.

Whatever else her job calls for, the school
secretary must know that she is trusted by
the school community to perform all of
her duties conscientiously and efficiently.
And by knowing that she is a trusted and
valued employee, she, in turn, will respond
with that extra effort and enthusiasm that
exemplifies the school secretary. So the
next time you have occasion to visit or call
the school, take special note of the first
person that you’re most likely to hear on
the other end of the phone or meet in the
office. If you wunderstand her
responsibilities, respect and recognize her
place in the make-up of a school, you will
more than likely be on the receiving end
of a whole lot of enthusiastic and
supportive assistance from your school
secretary -- a very special and vital
ingredient in any school and school system.

Ms. Gosnell is a secretary for the
Superintendent of Public Instruction,
Baltimore City Public Schools.
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TEACHER & SCHOOL
EMPLOYEE UNIONS

Marilyn Hunter

When we think about the people who
work in our schools, we usually focus on
that part of their work life we see. We
are not usually aware of the challenges
and issues that they face with their
supervisor or co-workers. We may not
know if they have been injured on the job
and need compensation. They don’t share
with us their families’ financial or health
concerns. If they think they have been
discriminated against or think their rights
have been violated, they don’t turn to the
parents and the community for help.

To resolve these issues, school employees
usually turn to their unions. Unions have
staff to counsel and advocate for their
members. Union members

stdte .or:

regional and

national.

trained to help solve problems represent
the organization at each work site.
Unions bargain for legal contracts to
protect certain employee rights. As part
of the negotiation process, and subject to
state legislation, contracts set wages, hours,
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rights to sick leave and other leaves,
transfer and recall rights, grievance and
evaluation procedures.

Although you may not have been aware of
them, these things are important to the
people who work in your schools. The
right to organize means that employees
can deal with the organized power of their
employers as a group, not alone as
individuals. This is a vital part of our
democratic system.

Bargaining a contract and resolving
grievances with an employer are primary
jobs of any union. School employee

“unions also provide other services to their

members and to schools. If you know
about these services and understand the
role the union plays in school life, you can
benefit from the dedication, strength and
experience of the unions that represent
the school employees in your community.

ADDING SPICE TO YOUR SCHOOL-
COMMUNITY RECIPE

Teachers unions and unions of other
school employees are advocates for
education. They can add some vital
ingredients to any recipe for
school/community activity. Specifically,
they can contribute:

# an important perspective on school life

# expertise on school-related issues




# organizing skills and talents
# special programs and resources

# connections to influential persons and
organizations and, in some school
systems,

# legally negotiated improvements in the
school work/learning environment.

A good working relationship with your
school employees’ organizations can spice
up your recipe for success.

UNION PERSPECTIVES

Teachers and teacher assistants experience
the reality of the classroom every day.
Custodians and maintenance workers
know school buildings inside and out.
Secretaries, clerks, cafeteria workers and
bus drivers are experts in what they do.
These school team members will be the
ones responsible for carrying out changes
in your school. There’s no one better to
help analyze problems, recommend
solutions and evaluate proposals.

School employees feel strongly about their
jobs and about helping children learn.
Many are reluctant to talk publicly about
school probiems. They are, after all,
trained to make the best of difficult
situations. Some may also feel threatened
with retaliation if they speak out as
individuals.

This is why, when school employees want
to make a difference, they often work
through their unions. Surveys about
school conditions, public testimony and
organized protests are some of the ways
unions can bring problems to light and
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make needed changes.

UNION EXPERTISE

School employee unions want their
members to understand issues that affect
their school life and their jobs. They
concentrate on issues of instruction and
professional development for teachers and
teacher assistants. They research and
develop training programs on topics such

as iInstructional methods, curriculum,
interpersonal  relations, multi-cultural
education, human and civil rights,

discipline and classroom management,
conferencing skills, education reform,
shared decision-making, political action,
school health and safety, asbestos and
indoor air quality, dispensing medicine and
many more.

Local, state and national school employee
unions are among the strongest and most
informed voices in support of public
education and reform. Your

school/community recipe might benefit
from a pinch (or a pound!) of their special
knowledge.
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UNION ORGANIZING SKILLS

Union staff and leaders are often skilled
organizers. A school employee union can
be a source of special talent in such areas
as facilitating group meetings, problem
solving, team building, newsletter
publication, media and public relations.
School employees’ skills in these areas
might be just the ingredient you need.

UNION SUPPORT FOR SPECIAL
PROGRAMS

School employee unions provide financial
and other support to local affiliates and to
members for school improvement projects.
At the state level, many unions provide
grants to their local affiliates for efforts in
school budget review and analysis,
instruction and professional development,
community outreach projects and minority
leadership training. Some associations
also train members in grant writing so they
can tap into other resources.

Do projects in your school(s) involve
union members? Do they focus on
concerns your organizations share? If so,
ask for union support.

UNION CONNECTIONS

School employee unions can help enhance
your information systems and increase
your impact. Schools with concerns like
yours may want to learn about your
successes. They may have developed
approaches you can learn from. Other
labor organizations in your community
may be interested in contributing to school
projects.
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The legislative process and your elected
officials directly affect your schools in
many ways. School employee unions
maintain contact with legislators and often
have education lobbyists on staff. They
publish newsletters and magazines that
talk about school projects and concerns.
Their connections may add some clout to
your efforts.

UNIONS AND THE LEGAL RIGHT TO
BARGAIN

Collective bargaining laws give unions the
right to put issues on the bargaining table.
Employers and employees must hold
discussions in good faith to reach
negotiated agreements. Where the law
allows, school employee unions can use
the bargaining process to advocate
effectively for improving schools.

School employees would like to use
collective bargaining to address issues such
as class size, adequate text books,
equipment and supplies, needed special
programs, safety of school buildings and
other critical matters. Where they can,
both they and the students win.

In some states, public employees cannot
bargain collectively at all. In most other
states, the scope of bargaining is very
limited. School employees in these states
can only bargain for wages, benefits and
narrowly defined "work conditions," i.e.,
hours, leave, transfers, grievance and
evaluation procedures.

Schoolr can be stronger when parents and
the community understand and support
school employees’ concerns at the
bargaining table. The gains made there




can help public schools attract and retain
dedicated professional and support staff.

AGREEING TO DISAGREE

Like people with different perspectives,
sometimes organizations must agree to
disagree. Sometimes, for example, the
teachers union will have a different point
of view than will the school parent
organization.

Yet, even when there is disagreement, the
basic rights of the organizations or
individuals involved must be respected.
Don’t let disagreements over one issue
sour your relationship.

For example, you may not like a certain
union protest action. Teachers and other
school employees dont take public
protests lightly, either. It is, however, their
right to raise their concerns forcefully if
they feel compelled to do so.

Policies and procedures are set by the
school administration and the school
board, or are negotiated with the union as
part of their contract. Some employee
rights also are guaranteed by law.
Administrators must take the time and
effort to handle problems accordingly.
The union works to see that they are
enforced fairly.

The working conditions of the members of
school employee unions are the learning
conditions of the young people in your
community. We can all agree the job of
education -- and the fight to improve it --
must be carried out in an atmosphere of
mutual respect and mutual support. That
has been the starting point of every
successful effort in the long history of
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collaboration between school employees,
their unions, parents and the community
on behalf of America’s young people.

BUTTON PUSHERS-
DON’TS

THE DO’S AND

DO make contact if you haven’t already.
Talk over issues that corcern you with a
representative of the union(s) involved.
At your local school, this will be an
association or union representative. If
your school has a faculty advisory
committee, you may want to speak to its
chairperson. Find out how you can support
your staff. Ask them to support you.

DON’T have unrealistic expectations.
Many and sometimes conflicting demands
are made on unions and union leaders.
Members have pressing concerns. The
economy fluctuates. The political situation
changes constantly. The better you
understand the issues and individuals
involved, the more realistic and effective
you will be.

DO try to understand when unions take
public positions that differ from yours.
From the employer or business
perspective, employee and union rights
may just seem like an obstacle. In reality
these rights are basic to all Americans.
Protecting people’s rights is a part of our
challenge in developing solutions that will
work.

At the same time, DON’T forget that most
issues have at least two sides! After
you've heard the administration or the
school board’s viewpoint, find out how
school employees and their unions see it.
The

result

of your efforts in
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communication can be to win well- Marilyn Hunter is a parent, veteran teacher

informed, well-positioned and powerful activist, and an organizer for the Maryland
allies in advocating for our schools. State Teachers Association.
~
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VOLUNTEERS

Barbara Pritchard Johnson

VOLUNTEERS -- those who care so
much about helping others and making
their community better that they offer
their services free of charge. Now that’s a
deal you can’t refuse!

According to a 1987-88 survey conducted
by the Independent Sector, a non-profit
group, over 80 million adults volunteer
each year in the United States. That
translates to 19.5 billion hours of work and
a donation of over 150 billion dollars
worth of services.

In a time of decreasing budgets and
increasing need, volunteers can be one of
your greatest resources. Incorporating a
volunteer component into your school and
community programs will, at the very least,
enhance the services that you provide. If
the volunteer program is well planned and
implemented, you can dramatically
increase the success of your program.

PLAN, PLAN, PLAN

Volunteers can be used in a million
different ways. You will want to determine
what role your volunteers should fill. Do
you need help with school-based
management planning, or classroom
helpers? Do you want help with the
planning and execution of a one-time
special project -- a conference, for
instance? Do you want a docent program
to be established, or participants for an
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existing program? Do you want mentors?
Do you want on-going clerical help? You
might even want a volunteer to help
establish your volunteer program.

Planning for the kind of help you’re
seeking will result in a volunteer
component of greater benefit to you.

A 1988 Gallup Survey reported that
people volunteered an average of four to
seven hours per week. This is an
extraordinary amount considering that
volunteers are usually managing a family,
holding down a full-time job, and still want
to eat and sleep! Try to make your
requirements as flexible as possible. Don’t
ask one person to volunteer nine hours
per week - ask three people to volunteer
three hours per week.

Writing volunteer job descriptions, and
balancing the kind of functions you wish
the volunteer to fill with a reasonable time
commitment, should be a part of the
planning. The less onerous the time
commitment, the more response you will
get, and the longer you will retain your
volunteers.

Prepare an orientation packet to be
handed out to the volunteers. It should
describe what your organization does, what
its purpose is, and how their volunteer
time will benefit clients (i.e., students,
teachers, etc.). Include their volunteer job
description and their volunteer time




commitment expectations. If you need
them to come once a week on a regularly
scheduled basis, tell them. Also tell them
if you want them on call for special
projects or when you’re on overload.

RECRUITMENT

GREAT! You know what you want your
volunteers to do. NOW, how do you get
volunteers in your door? Recruitment is
the next step. JUST ADVERTISE!

% Local radio and television stations will
provide free public service announcements
as part of their community contribution.
Their community service directors will
assist you in writing a short, to-the-point
appeal to volunteers.

% Many local newspapers have a free
"Volunteers Needed" column.

# United Way of Central Maryland
publishes a "Volunteer Directory" that will
advertise your program.

# More and more local corporations are
interested in volunteerism and will
promote volunteer opportunities in their
company newsletters or will post your
need on their bulletin boards. Contact
their Human Resources department.

% Churches and synagogues will also help
you advertise for volunteers.

TRAINING AND MOTIVATION

OKAY, your plan is completed, you've
advertised, and now you have volunteers
walking through your door. Handing them
their orientation packet and leaving them
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to their own devices will not do.

Writing volunteer job descriptions
and balancing the kind of functions
you wish the volunteer to fill with a
reasonable time commitment,
should be a part of the planning.

Training is the key. People will enjoy
much more what they understand. Put
yourself in their shoes. What would you
like to know if you just walked into a
building to face people you don’t know, to
do something you've never done before?
If you take some time showing them
around your school and introducing them
to others, then the volunteer will
immediately feel more comfortabie. Take
some time to explain the orientation
packet -- emphasizing how much their
help will mean to your students and
teachers. Agreeing on the job description
and time expectations, and answering any
questions, will avoid misunderstandings
later.

Volunteers are a diverse group. They
come in all shapes, sizes, and skill levels. It
is extremely important to determine what
"hands-on" training your volunteers need.
If, for instance, you are running a school-
based mentoring program, and you want
the volunteer to work directly "one-on-
one" with a child, discuss the mentoring
process, what the volunteer should expect,
and what might be done to handle any
problems that ey might be encountered. If,
for instance, you want volunteers to help
you answer a constantly ringing phone,
familiarize them with your phone system -
how the phone "hold" buttons work, what
questions might be asked, and liow to




answer them.

People are always willfng to help, but they
like to understand what their tasks are and
how you want them done.

THANK YOUR VOLUNTEERS

When you think about the amount of
discretionary time people have in today’s
world, it is truly amazing that they are
willing to donate that time to others. And
of all the places in the world to donate
their time, your volunteers have chosen
your school. WOW! How can you thank
them?

% Say THANK YOU often.

# Little things mean a lot. Learn their
names. Say "Hi!" when they come in.
Smile.

# Keep the volunteers abreast of what
your school is doing, so they can feel a
part of the team.

# Actively listen to what they have to say.
# Provide parking if possibie. The less cost
to the volunteer for volunteering, the
better.

# Hold a thank-you party or picnic.

# Send a little note for a job well done.

# Mention volunteers by name in your
newsletter.

% Declare a "Volunteer of the Month."

The list could go on forever. Basically,
your volunteers are there because they
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wart to be -- not because they have to be.
If you truly appreciate your volunteers and
make them feel comfortable and part of
the team, then your volunteer program
will flourish -- and so will your school and
community.

...people are always willing to help,
but they like to understand what
their tasks are and how you want
them done.

DO’S AND DON’T’S

DO

% consider using volunteers. They are a
wonderful resource.

% remember that your volunteers are
FREELY giving their valuable
discretionary time to you, so take time to
train them.

whenever

% thank your volunteers

possible.
DON’T

% recruit your volunteers until you know
how you’re going to use them. No one
wants to waste his time.

% be condescending. Your volunteers may
not fully understand the workings of your
organization, or your client population, but
that does not make them inferior. Just
take the time to educate themand see
what valuable assets they will become.

Barbara Johnson is the 1990-91 President of
the Junior League of Baltimore, Inc. The
Junior League of Baltimore is a women’s
volunteer communily service organization.
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COMMUNITY SERVICE PROJECTS:
An Introduction

Alfred de la Cuesta

WHY DO COMMUNITY SERVICE?

Community service has long been part of
our national heritage. Institutions such as
the United Way, Boy and Girl Scouts,
VISTA and the Peace Corps are all shining
examples of this nation’s commitment to
serving the needy.

Community service is a powerful tool in
educating our youth also because it
provides the means to meet many of their
developmental needs. Gayle Dorman
from the Center for Adolescent Education
has identified the following developmental
needs in adolescents:

1. diversity in their activities and in the
people with whom they come in contact;

2. the opportunity for self-expression and
self-refection;

3. meaningful
community;

participation in their

4. social interaction with peers and adults;

5. active learning that offers hands-on
experience;

6. a sense of and
achievement;

COI'I]pCtCIlCC

7. a sense of structure and clear limits.

Community service learning meets these
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needs by involving youth and giving them
a real stake in the community. Service
helps children gain a sense of
responsibility and self worth. It also allows
youths the opportunity to build their skills
in cooperation, decision making, critical
thinking, problem solving and planning.
Students are able to make the connection
between their everyday and academic lives.

During service, young people are exposed
to a variety of role models. They learn to
interact with a variety of people and
practice adult-like behaviors. Additionally,
the youngsters become sensitive to the
needs of others and are less "me"
centered. Moreover, students in service
programs are exposed to different career
opportunities and responsibilities.

Community service is also one of the most
powerful ways to motivate youths and
instill in them societal values. It gives the
youngsters a chance to work cooperatively
in ways that truly matter. By meeting real
needs, young people gain a sense of
competence and achievement.

In recent years, there have been
"shocking” stories of eight year olds
arrested for selling cocaine. Many believe
that it is the financial incentive that leads
children down this path to the underworld
of crime. But the real lure, I believe, lies
in being seen by the adults in their
neighborhoods as valuable commodities.
These children suddenly have something




that adults want desperately.

Community service works in similar ways.
It offers a group, yearning for recognition,
an opportunity to matter to adults. It is
time that we learn that

YOUTHS ARE VALUABLE ASSETS!

Ok, ok! Ycu're convinced. You want to
get your youngsters involved in community
service learning. But where do you begin?
The National Society for Internships and
Experiential Education is an organization
dedicated to service learning. They have
outlined ten essential ingredients for a
successful service program which they
term Principles of Good Practice.

An effective and sustained program:

1. engages people in responsible and
challenging actions for the common good;

2. provides structured opportunities for
people to reflect critically on their service
experience;

3. articulates clear service and learning
goals for everyone involved;

4, allows for those with needs to define
those needs;

5. clarifies the responsibilities of each
person and organization involved;

6. matches service providers and service
needs through a process that recognizes
changing circumstances;

7. expects genuine, active, and sustained
organizational commitment;
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8. includes training, supervision,
monitoring, support, recognition, and
evaluation to meet service and learning
goals;

9. insures that the time commitment for
service and learning is flexible,
appropriate, and in the best interest of all
involved;

10. is committed to program participation
by and with diverse populations.

These ingredients are all important, but it
is not always possible to include everyone
of them in your particular plan or
situation. =~ However, if you strive to
include as many as possible, you will end
up with a strong and worthwhile program.
With these precepts in mind, it is possible
to address many of the most frequenily
asked questions.

M HOW DO I CHOOSE A SERVICE
SITE?

Choosing a service site requires two steps.
First, you must do a little soul searching
and then you need to engage in some sole
searching.

SOUL SEARCHING

In order to locaie a site, you must first
decide which populations you want your
students to serve, and understand why you
are choosing that particular group.

Many people focus their projects on
groups they already serve, and with whom
they feel most comfortable. This is a




natural first step,
because many of
us have a charity
that we would like
to see supported
by others
committed to help.

However, this
"ideal solution"
does not always
pan out because of logistical problems
such as transportation to the site, student
interest (or lack thereof), and scheduling.

It is also important not to stringently
adhere to any one particular service
population before knowing whether it
arouses the youths’ interest. Likewise, do
not discount a population that may not be
your first choice or may seem too difficult
to you if it attracts the students’ attention.

Perhaps the best way to identify a service
site is to involve as many others as
possible. Recruit other staff members,
community folks, and parents and, in
particular, involve the students who would
perform the service.

There remain difficult questions to answer.

¢+ Will students engage in group or
individual service?

Most often the key points to consider are
(a) transportation and (b) developmental
stage of the students.

Transporting a group may require a bus if
the service site is not within walking
distance. This could turn out to be a
costly, although not insurmountable
hurdle, especialy if parents and
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administrators are committed to the idea
of service. However, getting individual
students who do not themselves drive to
service sites can be equally troublesome.

A more important consideration is what
type of experience (group or individual)
the students are capable of handling. In
general, younger students and students
without previous service experience tend
to do better in group activities, or at least
in pairs. There is "perceived" safety in
numbers which allows the students to
gradually become accustomed to the
experience and become more adventurous
with time.

¢ Will service occur during or after
school?

The answer to this question will depend in
large part on the level of commitment
your school has made to community
service and service/experiential learning.
As you will see, this question is
inextricably linked with the next question
below.

It is important to point out that the initial
willingness of students to volunteer seems
to be positively linked with a service
model calling for "“co-curricular
participation." In other words (sit down
for this), the kids do it at first to get out of
school.

There are still other advantages to having
service during the school day, in part
because it allows students to see the
connection between school and the "real”
world.

¢ Will the experience be infused into the
curriculum, or will it be offered as an
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independent experience?

This question and the one above almost
must be answered in tandem. Although it
is quite possible to have an after-school
service model that infuses service learning
into the regular curriculum, it may make
better sense to use class time to take full
advantage of the experience as a teaching
tool.

However advantageous, it is not necessary
to use service to reinforce learning in
particular classes. Community service
offers a great deal of learning in various
areas -- from values education to career
awareness to critical thinking and even
self-concept formation. As such, service
courses could be offered as an elective or
even an independent study.

¢ With what regularity should students
serve?

Ask yourself which would achieve the most
profound change, a person doing a walk-a-
thon one day, or a person going every
week to work with the mentally retarded
for three years in a row. The greater the
regularity, the greater the impact and the
longer-lasting the effects on the students.

¢+ How long should each service activity
last?

The answer to this is both simple and
complex. Simple because it should be as
long as it needs to be to provide a real
service. Complex because there are the
realities of time constraints under which
the school and the service site must
operate. The best advice here is to try to
maximize the time allotted, but expect that
it to be less than what you would hope for.

¢ For what length of time will the service

experience be offered (a semester, a year,
etc.)?

In a study that I am helping to conduct
with a local university, I have found that
community service has the greatest impact
on students’ psycho-social and academic
development only after a year and a half
of being in service. Other studies have
found extremely modest effects after eight
weeks and encourage longer exposure. In
general, the longer the exposure to service,
the greater the benefit and learning that
occurs for all involved.

SOLE SEARCHING

Now the foot work begins! Start by asking
which groups in your community need
help. This process of selection can be an
extremely effective wvalues education
activity because it requires that everyone
investigate and present their reasons for
suggesting any one particular group in
need.

Ask the students to survey the school,
parents, community or local institutions
(i.e. nursing homes, soup kitchens, day
care centers). Check neighborhood and
local newspapers for ideas.

After identifying a few choices, it is time
to start calling and visiting these
organizations. Again, the selection process
can be as educational as the program
itself. ~ Students can and should be
involved if at all possible. Remember that
four or more feet are better than two.

& WHO DO I CONTACT?

After choosing a service site, you must get




permission to
conduct your
project. This may
be frustrating at
times because
many institutions
are cautious about L

who comes in to
help. Of greatest

the
institutions is the amount of supervision
which the students have from YOU. Your

concern to

chances of getting in will increase a
thousand fold if you provide the adult
supervision for the students.

The first step is to contact the
organization’s "CEO" (Chief Executive
Officer) or administrator.  Recruiting
his/her interest and help is essential in
ensuring the project’s success. Explain the
program you have in mind; at this point it
can still be in the idea stage. Emphasize
that the organization will have input in
forming the project. Most importantly,
present how this project benefits the CEO
and his institution. This requires that you
and your group do a little homework on
the organization and its mission.

The CEO will likely refer you to a
subordinate, but his initial involvement will
smooth the way for your projects.

HOW DO I DESIGN A GOOD
PROGRAM?

There are many ways to form a program.
Perhaps the easiest is to adopt an already
established model. There may be a
training cost depending on the model you
choose, but the benefit of having a proven
program and experts to guide you quite
often offsets the expense.
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There are a number of resources

provide support for high school service
programs. They can provide teacher
training, and may be of assistance in
locating service sites.

If you are inclined to develop your own
model, a useful resource, which is the
current "Bible" of service learning, is the
three volume set, edited by Jane C.
Kendall, entitled Combining Service and
Learning: A resource Book for Community
and Public Service. The series is
published by the National Society for
Internships and Experiential Education
(NSIEE) and can be ordered by calling
(919) 787-3263. The books discuss the
best practices and highlight theory and
research in the community service field.

There are several essential components
that you can use as general guidelines to
developing a service project that
maximizes student learning.

¢ School and staff commitment It is
essential to have the principal’s
commitment to the project. It is also
important that the leader have great
energy and an absolute belief in service as
a vehicle for learning and growth.

¢ Structure The project should be very
well structured and conceived before the
students begin the actual work. Loosely
arranged programs are destined to fail.
Take the time to plan and think all ideas
through in fine detail. Devise alternate
plans in case something goes wrong. It
can be useful to include the students in
the planning so that they have input and
are intimately familiar with the project’s




goals and objectives. A series of contacts
outlining the responsibilities that the
school, the students, the service site and
the leader have are very useful and
appropriate.

¢ Meaningfulness Another advantage of
involving the students is to insure the
activities are meaningful and allow them
to see the impact they are having.

¢ Combining service and learning
Community service should be used as a
springboard for learning and not
necessarily as an end in and of itself. As
discussed at the opening of this chapter,
service has implications in the learning of
citizenship, critical thinking, moral
development and social responsibility. But
service may also be used to reinforce more
basic academics such as English, reading,
math, social studies, etc.

Imagine the possibilities of infusing the
service experience into the core
curriculum. Students going to a
rehabilitation center can learn to write
persuasive essays by composing letters to
the Governor asking him to focus
attention on the plight of the physically
and mentally disabled. A mathematics
class can put on a fund raiser for the
homeless shelter they visit. Youngsters
frequenting nursing homes could learn,
firsthand, what World War II was like,
from those who lived through it. The sky’s
the limit!

¢ Orientation Orient and sensitize
students to the needs of the population
they will serve and to the concept of
service itself.  Careful planning and
coordination will pay off in spades. Have
a staff member from the service site help
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you in your presentation. You may want
to have the students get a tour of the
facility before actually beginning service.
Most of all, have the students discuss their
expectations and trepidations openly and
honestly. If they have fears, acknowledge
them and confirm that it is natural and
that in time their anxieties will be relieved.

¢ Journals

Having the
students keep
journals may be
the single most
frustrating  thing
you ever attempt
in your life. Do it!

It is an invaluable
both as atool to encourage discussions and
as a way for the students to understand
the value of what they have done at the
end of their service.

Recently, I graduated a group of students
who had done service with me for the past
three years. These adolescents, who had
gone to nursing homes every week during
those three years, resisted writing in their
journals so vehemently that you might
have thought I was passing a death
sentence on them.

During our last session together, one
student, who had been particularly set
against journal writing, realized that he
had a collection of his thoughts since he
was eleven. Everyone in the room began
leafing spontaneously through their
journal, stuck by the same realization.
There was laughter throughout as the
students marveled at their innocent view of
the world three years ago. It became clear
that it was worth all of the battles to have
the students arrive at this point.

)




¢ Reflection Perhaps the single most
important component of service learning is
reflection. In order to accomplish the
learning discussed above, there must be
ample time allotted for participants to
evaluate the service experience. It is
through reflective discussions that service
moves from a simple pat-on-the-back
experience to a deeper one which effects
moral and social development. Reflection
spurs intellectual and creative growth by
engaging and teaching participants to
critically assess their experiences in the
broader context of the world. It is
important to maintain reflection
throughout the entire course of the service
experience.

Often, this time may be used to hold
training related to issues arising from the
reflective process. For example, you might
devise a discussion session which teaches
students about the ilinesses and afflictions
of old age and separates the myths from
the realities.

¢ Acknowledgement and Rewards It is
important that student progress and
success be acknowledged. Incentives are
extremely important in keeping the
students motivated, especially during the
early stages of service before the
experience becomes intrinsicallyrewarding.
Equally important is awarding students for
their efforts and caring. It is always a

good idea to have an awards ceremony to
recognize their achievements.
a3

-

Holding an end-of-service
o celebration rewards
students for their
participation, helps
develop a sense of
community, and increases their stature in
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the school.

M WHAT ABOUT COSTS AND
TRANSPORTATION?

Service programs are relatively
inexpensive. Perhaps the greatest cost you
wili face is transportation. This need not
frighten or discourage you. There are
solutions, but all of them require you to
build support within your community for
the project.

1. Find out if the service site would pay
for transportation or split costs with you.

2. Have the school system either donate
the buses for your program or help
negotiate a reduce rate with the bus
company.

3. Many schools have a business sponsor.
This is an ideal way to give them a role in
helping the school. Another idea is to
contact the community businesses and
have them sponsor your project as they
would a little league team. You might
even include t-shirts with the businesses
logo on the back.

4, Recruiting parent support could pay off
in this instance by having them pay for
their child’s transportation. If feasible,
they could car pool the students to the
service site. This would give them the
opportunity to get invoived and see their
children in action.

HOW DO I MOTIVATE THESE
YOUTH TO WANT TO DO
SERVICE?

o
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It’s easier than you think! Often we do
not give our young people enough credit.
My experience has been that children
jump at the chance to make a difference.
The trick is getting them excited about
your program. You need to have energy
about the project, and you need to show
the students that it will allow them to
make a difference while having fun.

Here are some hints that may help.

¢ Get students to see and experience the
problems suffered by others and how they
could really help. This encourages
empathy and avoids sympathy. You may,
for instance, blindfold the students if they
are to work with the blind, and have them
try to perform tasks using their other
senses.

+ Be different! Do not make this just
another classroom experience. Make
activities active and participatory.

¢ Offer incentives.

¢ Do not deny the self-serving aspects of
service. Students need to know that they
are getting something out of the
experience as well. It is useful to

introduce the concept of enlightened self-
interest.

¢ Show a lot of energy. Your excitement
is contagious. The children look to you to
gauge how they "should be feeling." If you
are blasé about the project, they will
reflect the same attitude.

¢ Allow students to make decisions and
mold the program.

¢ Make the activities age appropriate.
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Especially for younger students, the
experience needs to be concrete, active
and varied. Your program will quickly
disintegrate if you are asking the children
to perform beyond their capacity. That is
not to say that they should not be
challenged, but the challenge should be
one they have a fair chance of meeting.

+ Give constant feedback and updates on
their progress. It is important for the
students to know how they are doing and
what they could be doing better.

WHAT IF SOMETHING HAPPENS?
(LIABILITY AND SAFETY)

This is perhaps the most frequently asked
question. Everyone sees liability as the
great stumbling block to doing service.
However, there are thousands of service
programs and projects operating for years
with NO LIABILITY INSURANCE, and
they have never experienced any
problems.

If your program is well planned and
supervised you really have little to worry
about. It amazes me that we have sports
programs in schools which regularly
expose children to potential injury, and the
question of liability never discourages
these programs from being offered. Yet,
there are countless times where would-be
service leaders have shied away from
offering a program because they felt
liability was too great an issue.

That is not to say that safeguards should
not be taken. In your program, consider
the following.

¢ Obtaining parental consent and release




is very important.

¢ School insurance usually covers liability.
Check it out!

¢ Most service sites usually have liability
insurance for volunteers.

¢ Some state laws make it extremely
difficult to sue volunteers for willful
neglect. But check to make sure.

¢ If you are using a bus company, they
have insurance to cover the students
during their trip. Obtain and keep a copy.

¢ No amount of insurance can substitute
for good planning and supervision.

EVALUATING YOUR PROJECT

Evaluation is a four letter word to many
people (especially bad spellers!), but it
need not be. Think of it in terms of
essential reflection about your project. It
is ideal if you can distribute standard
surveys to be completed by the students,
the service site, those served, teachers and
parents. The more the merrier, and the
more accurate a picture that will emerge.
You may want to do a more formal
evaluation that would show results such as
attitudinal changes, mastery over service
information, attendance and even grades.
Although such an evaluation may not be
feasible for your project, it is always
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impressive, especially if you want to secure
funding. For this type of more €laborate
evaluation, you may want to team up with
a local university or garner the support of
the central school administration.

Now you are prepared to embark upon
what will probably be an incredible
journey for you and for the youngsters.
You will, more than likely, never see these
children quite in the same way. They will
surprise you. Keep in mind that service
should be fun hard work. The students
should feel they get as much out of the
experience as they are giving. Most of all,
be flexible, and listen to the students’

feedback. Experiment with different
approaches, and HAVE FUN
YOURSELF!

SPFRECIAL COOKING NOTR:
Soe the Solloning sdditicns] recipe(s):

Conducting A Community Service Project

Alfred A. de la Cuesta is the Executive
Director of Magic Me, Inc., a youth service
organization based in Baltimore, Maryland.
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CONDUCTING A
COMMUNITY SERVICE PROJECT

Drew Carberry

In education and other youth services
enterprises, the "win-win" situation is the
most desirable. When everyone "wins" --
gains, progresses, and grows -- everybody
is happy. Community Service Projects can
result in gains for the community and
gains for the youthful participants. The
community sees improvement and the
participants gain in the critical areas of
self-esteem, seif-worth, empowerment, and
vision.

There are three kinds of community
service activities that are easily replicated
and bring positive results. These are (1)
ongoing non-credit; (2) ongoing for-credit;
and (3) ad-hoc event projects.

On-going non-credit community service is
a continuing voluntary program in a
specific area. National programs, such as
Magic Me, or a soup kitchen volunteer
program, ar= good examples. The on-
going for-credit community service activity
is for secondary school students who
receive academic credit for work
conducted within the school day.

This recipe will focus on the Ad Hoc
Event, such as a beautification, restoration,
or charity event. Ad hoc events can be
conducted by a coordinator in a school, by
a community organization, or by a parent
group. They are designed to provide
youth participants with a positive
expericnce, as well as the benefits
associated with community service.
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The ad hoc event usually involves physical
labor or action, such as planting, cleaning,
or building. It is often connected to a
"bigger picture." As a component of a
larger plan, it may have a significance in
the community that extends beyond the
one day event. For example, the project
may take the form of landscaping a park
where playground equipment, pavilions,
and benches are to be located later. It
leaves a lasting, tangible structure in the
community. The ad hoc event can also
involve people, for example, nursing home
residents or physically challenged children.

WHY COMMUNITY SERVICE?

Community service can be the vehicle that
reaches "hard to reach" youngsters and
turns them around into productive
students and contributing citizens.
Community service can provide students
with a way of seeing the "big picture,"
expanding horizons beyond their own little
worlds. Students learn about other realms
of existence, gain mastery in an area of
vocational interest, and bond with citizens
and professionals in new and healthy ways.
In addition, students can improve
relationships with peers and fill idle hours
with productive (respected) activities. And
finally they can develop qualities and
transfer those qualities and experiences
into other areas of their lives, especially
school and home.




HOW DO YOU ACTIVATE COMMUNITY
SERVICE PROGRAMS?

Establishing a community service program
in your school or community can be very
beneficial if done in a proper manner.
Your first step is to determine that it is
something you genuinely believe will
provide the benefits you expect for the
youth you serve. Secondly, you must get
the support and guidance from your
leadership (principal, community
association board, etc.). Third, enthusiasm,
enthusiasm, enthusiasm! There is nothing
more contagious than enthusiasm. Be
enthusiastic about your ideas, goals , and
plans to everybody you touch, including
students, parents, teachers, administrators,
and area residents. Also, investigate
what’s already in place in your
neighborhood on the community service

front. Latch on, modify, replicate, or
discard, and move on to the next
possibility.

Sometimes, projects fall into your lap and
other times you have to go looking for
them. The ones that can fall into your lap
are "Earth Day"- type celebrations that
include plantings, beautification, and
environmental ceremonies. Annual events
such as Christmas and Thanksgiving food
basket drives, gifts for underprivileged
children (Santa Claus Anonymous), Walk-
A-Thons, special olympics, and charity
events all fall into this category.
Brainstorm with others and list the events
that happen in your community every year.
You will probably find that there is
something to keep your youths busy every
month. In the months that are "dry", you
can create an event.

"Walk-A-Thons" and similar events can
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involve volunteering the traditional way by
getting sponsors and walking, and that’s
OK. However, 1 often propose to
organizers that my students act as staff, or
"go-fers" who can carry out organizational
level tasks and free up the organizers to
oversee the progress of the event. Young
people thoroughly appreciate the
responsibility of being set slightly apart
and elevated from the pack of other
participants. They are generally welcomed
by organizers as another set of hands or
legs to get things done, especially in a one-
day event where everyone -- and I do
mean everyone -- tugs at the sleeve of the
head organizer. For an organizer, it is a
major relief to be able to hand off detail
tasks and inquiries to a group of
competent, energetic, enthusiastic youth.

In Baltimore, the annual Harborwalk to
raise funds for the completion of a harbor
promenade has used my students for the
last two years as Event Staff. The "staff"
has attended planning meetings where
they listened and added comments to the
planning effort. They prepared the
walkway by spending two Saturdays prior
to the event clearing debris and laying
wood chips. On the day of the event, they
were handed colorful "STAFF" shirts that
set them apart from the walking
participants.

Young people thoroughly
appreciate the responsibility
of being set slightly apart and
elevated from the pack...

The distinctive shirt made them part of a
group. They were then a resource for both
organizers and participants. Experiences
such as these allow youngsters to begin to

o
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experience leadership. Depending on the
vouth population you serve, this may be
the first time they have been handed
"adult" responsibility. My experience is
that they respond enthusiastically and
perform with flying colors. Don’t be
surprised to see them incorporate that
special event shirt into their rotating stock
of clothes worn to school. I believe they
frequently wear the "staff" shirt to remind
them of a day that they felt great about
themselves.

The events that fall into your lap, like the
one just described, make it easy for a
community service organizer. Other times,
however, you have to go looking for
events. You do that in the same way you
secure any opportunity -- you keep your
eyes and ears open for possibilities. Keep
abreast of the news, and watch for what’s
happening in your community. One of the
most successful community service projects
I know came from a news item about a
150-year- old lighthouse that a local
organization was i

going to pluck i
from the middle of
the Chesapeake
Bay and place on
shore as the
centerpiece of a
new development.
A phone call and
a few conversations later, my youngsters
were involved in a complete rehabilitation
project involving an historic landmark.
We met, planned our involvement, scraped
paint, pulled planks, shoveled guano, and
hauled debris. We readied the once
decrepit lighthouse to a point where
contractors could come in and re-wire and
modernize the structure for an office.
Working with other volunteers (some of
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whom were direct descendants of the first
lighthouse keeper), we donated thousands
of dollars worth of labor. We continue our
involvement with this project in both
voluntary and paid capacities. And all that
from a news article and a phone call!

For those community service projects that
you manufacture, you become the
clearinghouse for getting things organized
and done. Identify the project and secure
the participating agencies. Using a copier,
develop a letterhead that includes the
logos of all involved agencies (after
securing permission, of course). This
technique develops its own head of steam
and can be fun and rewarding. It is
astounding how many organizations want
to be connected to a quality community
service project.

If a sponsoring agency can’t accommodate
your request for assistance, go to a third
party. See if the local pizza parlor can
make an in-kind contribution and maybe
get a mention in a newspaper or TV news
feature. lLarge corporations have offices
that handle requests such as those on a
daily basis (see other chapters in the
Cookbook). Also, ask the major players in
your community for help if the original
agency doesn’t have the wherewithal to
provide. Remember, your primary
concern is the experience that your youths
will have. Meeting their needs will go a
long way to insuring the success of the
event. In our planning for a playground
construction event, we agreed that
students would dig twenty-two holes for
playground apparatus posts. In a trial run,
we determined that one hole was an
enormous task taking a great deal of time
and effort. We made a call to a local
utility, and because of the community
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value of the project, they sent a truck and
crew that completed the task in a fraction
of the time. This freed us to complete the
original plan on schedule.

TIPS

m Maintain and build a core student
leadership group. Success begets success.
Do not allow the core group to become
elitist. And keep their tasks and planning
fun, saving the drudgery for adults! When
planning with students, always keep in
mind that brief, focused meetings are
better than rambling ones. Provide the
students with light perks, such as free
periods, snacks, or the use of your office
or phone to plan.

m It’s easier to ask forgivexess than get
permission! When planning an ad-hoc
event, do just that-- PLAN! Don’t check
at every step of the way to get further go-
ahead from superiors. Many
administrators find it easier not to take
risks on specific parts of the plan, but will
accept the whole plan as a package. Once
they see that a superb, thought-out plan
has been presented, they will be more

willing to let you move on with
implementation.
DETAILS

In my opinion, the success or failure of a
community service activity hinges directly
on the DETAILS. Anticipating every
contingency is impossible, but in the
careful planning process, "worst case
scenarios” are brainstormed to see what
could be anticipated to improve the event.
In your planning, make a checklist of
questions such as:
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¢ Transportation How will the youths get
there? Will they be picked up? Do they
need bus tokens or money? Should there
be a car pool? Is
there a question of
insurance liability?

If so, is there an {
agency that can do GO
that part for us?

¢ Food "An army travels on its stomach."
There is no truer statement when it comes
to teens and community service. Food can
also be the 1 :agnet that will draw reticent
kids to an event. Conversely, the lack of
food will keep them away in droves! Who

is supplying?

Will the kids like

TG, Pizza, fast  food
m*ﬂ‘; x7 and snacks. Is
w'w-‘

. there a distinct
period of time built into the event for
eating? Is it sufficient?

¢ Weather-Is there a way to accomplish
the task in foul weather? Is there a
network in place to notify participants in
the event of a cancellation or
postponement?

"Where were you, Mr. Organizer? I stood
out in the rain for two hours waiting for
you!" Will this student volunteer again
soon? I think not!

¢ Equipment Are tools or other
equipment needed? How do the tools
arrive at the site? How will the tools get
back where they came from? How will
the toois remain secure?

¢ Miscellaneous Are there any legal
permits needed? Do we need parental
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permission slips (always a good idea)?
What is the ratio of adults to youth?
Should we limit the number of youths?
Stagger schedules? Who does clean-up?
Are there rest rooms? Electrical outlets?

MORE TIPS

There is a real value to an ad-hoc event if
there is some physical structure that will
remain in place when the event is
completed. An effective "sales technique"
I use when encouraging volunteers is to
tell them that when they are done, the
results will be there for awhile. It could
be a place where they could even bring
THEIR children some far off day in the
future and tell them, "I built that." Trees
planted that bloom and grow, playgrounds
that stand, and harbor promenades that
continue to be used are good examples of
permanent structures that are evidence of
the effort expended by the participants.

Take your successes and build upon them.
Tell the "no shows" on Monday that they
"missed it." Show off the tee-shirts, ine
empty pizza boxes, the callouses, and the
tired feet, and then open the door for
their participation the next time.

As the adult responsible for a group of
youngsters engaged in an unusual, non-
traditional activity, using tools, in a foreign
setting, interacting with other persons, etc.,
you MUST attend
to the fact that
these children are
your charges and
your responsibility.
Focus on their
activity, their
safety, and their |
perspective. Be advocates for them if
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there is a third party sponsor involved.
Remember, you are trying to make this a
positive experience. You may withhold
your youngsters from any part of the
activity or cease their involvement at any
time that you reasonably think your goals
are not being met. Sometimes, "no" is the
right answer.

If youngsters are involved in physical labor
using tools, use the traditional federal and
state youth work laws as a reference for
safety and appropriate practices. Be
aware of such things as ladders,
scaffolding, power tools, toxic substances,
and the hours that youth are permitted to
work.  The young people will be
enthusiastic and want to get involved in
anything and everything. Use superior
judgment and advance planning to reduce
risk and make the project a success.

I was amazed at how responsive
sponsoring agencies or groups are to the
question, "Can we help you in some way?"
There is usually some part of a project for
which you can provide assistance and
receive some perks for your kids. If an
agency agrees to your participation, make
requests during your planning meetings
that will make the event a success for your
students. "Can you provide lunch for us
that day?"; "Can you provide a shuttle that
will get us to the site?"; "Will we get a tee-
shirt (or hat, badge, door prize, etc.)?"
Only by asking will you receive. But be
sure to negotiate carefully. Coming in
with an inflexible list of demands during
the honeymoon period can lead a sponsor
to determine that you and your kids are
more tother than you are worth.

NEVER, never use community service as a
punishment for wrongdoing or for
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infractions of school rules. A student
should never be assigned to a community
service project as a punitive measure. Do
not allow your administration to connect,
consciously or unconsciously, your program
to any kind of disciplinary activity.

DO take photos of your students engaged
in the activity. Fill bulletin boards and
showcases with the photos and names of
those who participated.

Never use community service
as a punishment for
wrongdoing or for infractions
of school rules.

Contact the local media. They are usually
on the lookout for creative, innovative
features. Give them as much lead time as
possible. Don’t overlook neighborhood
and community media resources, such as
the community weekly, cable television,
and public access TV. In our day and age,
media coverage serves to validate the
event. Don’t overlook this with
administrators, parents, or youngsters. It
also never hurts to "prep"” one or two
student spokespersons who could provide
a good "sound bite,"” stating the purpose
and significance of the event.

There will be a few youngsters who will be
turned on by the specifics of the project.
If they provide any inkling that they would
like to continue the service -- jump on it!
% as a liaison with the sponsoring
7 agency. Contact someone there you know
and connect him/her with the interested
youth(s). The youths may stuff envelopes,
plan next year’s event, or get paid jobs or
career training. This residual involvement
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will benefit the youths and your program.

EVALUATION

Your successes with community service are
often difficult to quantify. Often
administrators and bureaucrats are
concerned with numbers and percentages.
"How many kids showed up?" They rarely
take into account the level of change that
can occur within one individual when he
or she is involved in community service.
Sometimes the change can be 180 degrees,
or a change from a low level of
participation to one of excitement and
enthusiasm about something that now has
new meaning. It is difficult to measure
what was once inconceivable and is now
believed to be within reach. These
changes and improvements that take place
within the students can’t possibly show up
in a report that says "x number of students
participated” or "x percent of the students
took part.' Realisticaily, if 50% of the
youths who said they were goi:g to show
up, actually shew up -- it’s & success.

True evaluation of community service
programs is a longitudinal or long-term
endeavor, measuring discrete changes in
the behavior of participants over an
extended period of time. Where data is
required, you will probably be able to
provide only cursory statistics on
attendance and accomplishments

'

Help make community service projects a
"win-win" situation in your community.
Establishing a tradition of service,
developing a useful and important project,
paying attention to details, and evaluating
the effort, are the keys to success.
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SPECIAL COOKING NOTR:
Sae the Sellouing sdditianal recipe(s):

Community Service Projects:

An Introduction

Measuring Success: Evaluating Your Program

Drew Carbeny is coordinator of Community
Service programs for the Futures program at
Southern High School in Baltimore.
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ALUMNI INVOLVEMENT
AND FUNDRAISING:
Conducting a Reunion

Ellen Kahan Zager

What has given alumni the ability to do
great things at our elementary school is
that their early school experiences were
some of the finest in their lives. Alumni
have had an emotional commitment to the
school that is hard to match.

Conducting a reunion can be not only fun
but financially rewarding. Tapping the
hearts of former students is a wonderful
way to raise money. And the more
emotional the ingredients, (for us, it was
recalling common memories like punch
ball, 3-cent milk, old neighborhood stories,
"Remember the day John Kennedy was
shot?," etc.), the easier the sell.

As in any activity affiliated with a school,
the principal is your first ingredient.
He/she is your beneficiary and your ally.
Make sure that she is included in all
planning. After all, she knows the system
and can expedite the securing of the
smallest detail (like extra trash cans) as
well as any significant services that you will
need from the bureaucracy.

You'll need to locate alumni who can
serve on your planning committee. Try to
find people with small egos; work by
committee often gets bogged down with
personal neuroses and those who donate
their time hoping for recognition and
possibly some monetary return in the long
run. If you do not have an available
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alumni list, a small ad in the local and
neighborhood newspaper should help you
find enough people to begin to plan the
event. This method will also yield
interested people.

Once you have established a working
committee you will need to develop a
comprehensive approach to the event.

SET YOUR FUNDRAISING GOAL

How much money
do you want to
net? Is it as
important to have
a large attendance
as it is to make a
lot of money? Is
this an exclusive event? The answers to
the remaining questions are interrelated
and will be affected by the choices you
make regarding ticket price.

TYPE OF AFFAIR

Will your affair be fancy (expensive),
casual, include offspring, etc.? Your
caterer can help you determine the
possibilities by discussing the type of food
and the amount of money that you want to
spend on the event.
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HIRING A CATERER

After deciding what type of event and
amount of money you want to net, consult
with several caterers and make sure you
receive competitive bids from each, based
on the same information. Don’t attempt to
"cook for the masses." You will be too busy
worrying about the program to deal with
food and food service. Your caterer will
handle it all -- they are paid to deal with
the fine details of the event. They’ll even
help with table setups, cleanup, etc.

DECIDE THE DATE

Allow plenty of time to locate alumni and
plan the event. We worked with a 9
month lead time and still found that there
was not enough time to find the people we
hadn’t seen in 20-30 years.

SELECT A LOCATION

Our reunion took place at the school for
several reasons:

& It was inexpensive.

m It held a lot of memories.

m It helped people understand the
connection between the school that still
exists and the community in which many
of them no longer live (an important fund-
raising strategy).

DETERMINE THE TICKET PRICE

Now you are ready to set the ticket price.
This will be based, of course, on your
expenses as discovered above, plus an
amount to be donated to the school.

The amount of money you raise will
depend on the ticket price, your total
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expenses), and the number of people that
you attract. Our reunion brought 600
alumni, friends and spouses to the school
out of a total pool of 1,500 possible
alumni. About half of the alumni brought
spouses and friends. We also sold
advertisements in a program book that
yielded additional revenue. The bottom
line is that there is no magic formula.
You will need to balance your desire for
the most revenue against setting the ticket
price so high that no one will attend.
Good iuck!

To accomplish the many tasks involved in
pulling off the reunion, you will want to
encourage those people with specific
talents and connections to step forward
and assume leadership roles. Never forget
that alumni are a great source of resources!

With the basic ingredients outlined above,
you are now ready to bake! The basic tips

listed below will produce the desired
results:

LOCATING ALUMNI

Hard work, but very rewarding. Tracking
down old buddies (when they remember
you) can be more fun than the reunion
itself. Even talking to their mothers and
grandmothers, aunts, cousins, and in-laws
is an adventure.

At first, we examined pupil registration
cards located at the school. We found
them to be an excellent resource -- 20
years ago! There are better methods.

If you have start-up funds, advertise the
reunion and have a consistent telephone
number to call for information. Press
releases with the proper follow-up also can
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work to advertise the reunion and the fact
that you are looking for former students of
your school. Then, using members of your
committee (preferably representing each
year of graduation), hit the phone books.

m Start with people you know.

m Ask for a current address and phone
number. Ask for information on siblings,
former neighbors, friends, etc. who
attended the school. This is the best way
to develop your list.

m If that doesn’t work, try every surname
in the'book (unless of course it’s Brown or
Cohen). It takes HOURS but it’s worth it.
You’ll usually hit a long-lost relative who
will have a lead on your person.

m Often, people will remember about a
particular family, i.e., where they moved
(locally, or to another city or country),
who they married, etc. You’d be surprised
how many people we found by cailing
Information in other cities.

® Make sure that you have a committee
member who will very generously file all of
this data on a computer. You'll need it.

® Include a list of "missing alums" in your
invitation (see below). This is in the form
of a sheet entitled...Please help us find...

INVITATIONS

Be creative. Have fun. And find a
company willing to donate printing services!
We were lucky to have connections at a
local utility where our invitations were
printed according to our specifications pro
bono. We also had an alum with a major
printing business who volunteered to print
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anything we needed, including the

program book (see below).

Your reply card should include space for
name, address and phone number, as well
as optional information such as family
status, occupation, and favorite school
memories.

ASKING FOR A DONATION

Your invitation will tell your audience that
the reunion is a fundraising event.
Therefore, use the school’s tax-exempt
status to your benefit by having checks
made payable to the school, non-profit
school foundation, or other entity so you
can indicate that the contribution is tax-
deductible. You should check with a tax
advisor regarding the amount of the ticket
price that is actually deductible.

You will want to give your alumni the
opportunity on the invitation to donate
additional funds (above the ticket price) or
to buy a ticket or send a corntribution even
though they cannot atterd. This effort
was very successful for us.

THE MAILING

We wanted our invitations to be intriguing
and important to the people receiving
them. We therefore sent them hand-
addressed by first-class mail. The
envelope was brightly colored and
contained the all familiar number of the
school in big, bold red letters. If anything,
the envelope got opened!

If you are in a budget crunch, you may
want to consider bulk mailing and put
your savings toward other expenses. The
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post office can provide you with details.
DETAILS, DETAILS, DETAILS

Do you want music? Decorations? Door
Prizes? What kind? Your committee will
enjoy the discussions created by these
critical questions. What you do will be
dictated by your money situation.

PERMITS

Be sure to work with your principal to
secure all the permissions you will need to
hold the reunion, especially if it’s in a
school building.  Security, custodial,
cafeteria, and other permits may have to
be acquired. Many school districts do not
permit alcohol in their buildings. Check it
out carefully. Where possible, have the
school or school district donate the
services. After all, you’re conducting a
fund raiser for them!

PUBLIC RELATIONS

Public relations events associated with the
reunion will benefit the school. Often the
news media, particularly television, will
feature the reunion on the late night news.
Press releases and follow-up calls to the
TV station will help assure the desired
result. Before the event, try to get a
feature article in the community
newspapers. This may serve to increase
participation at the event.
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THE AD BOOK

If you have the energy and the manpower,
you will want to consider publishing a
program book for your event that not only
lists all alumni information (naime, address,
phone, occupation, family status, favorite
memory, etc.), but also offers the
opportunity to sell sponsorships and
display ads to the community. Community
organizations, neighborhood businesses,
apartment complexes, and alumni
themselves are excellent sources of
additional revenue. The Book will also
provide an opportunity to thank all those
who made the reunion possible.

THANK YOU’S

It’s essential to thank those who put
themselves out for the event; committee
people, people in high places who lend a
hand, and all those who contribute to the
event through in-kind services as well as
with cash.

THE DIET

Committee people may want to shed those
extra pounds before the big day. It’s
amazing how old everybody gets in 25
years!

Ellen Kahan Zager is immediate past
president of the Cross Country Elementary
School Foundation, Inc.
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THE BIRTHDAY PARTY

Cecilia Landers

Could your school benefit from a good
dose of community relations, school pride,
alumni involvement, or student
recruitment? How about all four? If your
answer is YES!, then the birthday party
might be the perfect recipe for your
school.

Our elementary
school has served
famities I. our
community for
over ninety years.
During that time,
many changes
have occurred in the neighborhood, the
city, and the school. We wanted the
community at large to know that despite
nearly a century of change, the school was
able to provide a quality education and
was worthy of community investment. The
school’s ninetieth continuous year of
operation provided a perfect excuse to
prove this. We decided to hold a big
BIRTHDAY PARTY!

The following recipe focuses mainly on the
varied types of activities that we held to
celebrate the birthday. Use these
activities as a guide; community and school
traditions will influence the particular
events that you will want to hold.

Whatever goals and activities you select,
sound planning and evaluation will play
important roles.

PLANNING

We gave ourselves six months to plan the
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event. An Advisory Committee consisting
of representatives from the school, the
community, area businesses and services,
and our local Public Education Fund was
formed. The bulk of our strategy building
was done in the first 2-3 months. How
could the birthday party best market our
school? Who would be involved? What
supplies and materials were needed?
What were the cost factors? How would
success be measured?

Marketing was very important to us. We
wanted to demonstrate that the school was
still a viable alternative to other public
and non-public schools in the area. We
also wanted to attract the financial and
resource support of the neighborhood’s
families and businesses. For this reason,
our event was to have "something for
everybody" with a particular eye toward
the families of younger children. These
would be our future students!

Don’t be fooled
into believing that
the main purpose
of the birthday
party is to have
fun. That was the
second purpose!
Our main priorities, our goals, were to
enhance community awareness of the
school, develop financial support, and have
the school viewed by younger parents as a
viable educational alternative for their
youngsters. Each of these priorities would
be evaluated. So, while having fun, always
keep an eye on your goals.
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THE EVENT

Every birthday party is different. The
following activities and special
arrangements were deemed critical to the
success of our event and meeting our
goals:

The V.IP. Reception

We planned a special V.I.P. reception for
former and present staff and
administration, city and school system
officials, and business and community
leaders. All businesses that donated items
to the event were also invited.

This V.I.P. event preceded the general
celebration by about 30 minutes, giving
quality "network” time to the school and
community leadership. The birthday party
was catered by a local business and hosted
by parent volunteers. Since much
important business can get done at such
a reception (especially if you are trying to
call attention to certain issues oOr
opportunities at the school that can be
addressed by these leaders), it will be
important to set the proper tone.

Alumni Awards and Recognition Ceremony

Alumni are the life blood of any school,
especially if they still reside in the
community.  Contacting alumni was
accomplished in many ways. A community
resident contacted many of the older
former students through the neighborhood
church registry. Others were notified by
parent volunteers who sent press releases
to local newspapers and radio stations.
Fliers were posted in neighborhood store
windows.

Graduates were encouraged to send in
memorabilia and written account: of
favorite school memories. The event
featured a "Memory Lane" display,
complete with pictures, report cards, and
other items depicting the changing face of
our community over the years. This display
also provided interesting and important
lessons and activities for current students.

Alumni were greeted by students and by
parent volunteers. They were invited to
sign their names in a registry according to
the years they attended the school. With
specially color-coded name tags, they were
royally treated to tours of the school by
parent volunteers.

The actual recognition ceremonies took
place at the end of the party. The
ceremony provided an ideal opportunity to
include current students, and their
organizations in the event, such as the
school’s girl scout troop. In keeping with
our goals, it was important to show current
students, their parents, and the community
at-large that the school had produced
alumni who n.ade vital contributions to the
community.

Prominent alumni spoke about their days
at the school, and the groundwork that the
school provided for their future education
and careers. Their remarks established the
school as a vital community institution, with
a history, a track record, and a level of
integrity that could not be disputed. They
provided the audience, particularly the
parents of current and prospective students,
with a sense of security about the soundness
of the school’s programs.

The alumni segment of the birthday party
ended with a cake cutting ceremony,




complete with school songs, balloons, and
other party themes.

Food and Community Activities

The outdoor segment of the birthday party
was focused on food, education, and fun.
This effort fulfilled our goals of
fundraising, community awareness, and
presenting to parents a sense of
educational integrity about the school.

Food was sold by neighborhood
businesses. City agencies set up booths
and provided information about their
services.  Children’s activities included
craft making, entertainment, and
appearances by several local mascots. The
police and fire department offered safety
demonstrations and other activities.
School information was prominently
displayed. Taken together, these activities
projected a very desirable image of the
school in the community.

Recruitment

Perhaps the biggest activity was the
opportunity for neighbors to greet one
another and talk about the school. In this
sense, the birthday party was actually a big
recruitment event. The real work was
accomplished very quietly -- by our current
parents and teachers -- who made a big
impression on the younger families by
displaying confidence, "esprit de corps,"
knowledge about the school’s programs,
and a caring attitude toward youngsters.

It is very important to remember that
everything that parents, administrators,
teachers and other volunteers say and do
will be closely observed by these
prospective parents, and will have a lasting
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impact on the school’s image in the
community. Therefore, if recruitment is a
goal of your event, use care in selecting
your top representatives.

PUBLIC RELATIONS

Another key element of the birthday party
was publicity and public relations. For the
people in attendance, the presence of T.V.
cameras and news reporters added to the
perceived importance of the school. For
the general public, press coverage
enhanced our image in the general
comimunity.

The public relations effort was augmented
by our distribution of a professionally
printed brochure describing the school and
its programs. The quality of the brochure
is very important in promoting the image
of the schoul. Use the talents of your
school staff and parents to develop the
brochure. Use the services of a
neighborhood printer (or parent) to
reduce expenses without sacrificing quality.

COSTS AND FUNDRAISING

The event described in this recipe cost
over $2,000. The main expenses were
printing, the V.LP. reception (food),
awards, and custodial and security services.

Costs were kept to a minimum by using
the donated services of neighborhood
businesses, school volunteers, and civic
groups. You will find that some printing
and food businesses in your community
will be more than happy to provide
reduced-price (or free!) services in
exchange for some publicity and
recognition. It’s best to offer them the
publicity right up front -- don’t wait for
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them to ask. Explain to them that the
birthday party will draw residents from
around the area who would view their
contribution to the event as a gesture of
good will toward the entire community.

You might also tell them that donations to
a school are usually tax-deductible. [Note:
always check with a tax advisor or the
school district to determine the tax
deductibility of the gift].

Organizational expenses were defrayed by
small grants from our local public
education fund, parent-teacher group, and
other businesses. Our grant requests weire
very specific in terms of what we intended
to accomplish as a result of the event;
funders wanted to know how their dollars
would further the mission of the school.

In summary, your expenses can be
minimized by using volunteers, involving
neighborhood businesses, and writing small
grant funding requests. Our use of all
three enabled us to hold all of our
planned events.

EVALUATION

When the party’s over ... the party’s NOT
over! It will be very important to assess
what you accomplished (and what you
didn’t accomplish) as a result of the event.

In our case, we needed to evaluate
whether we (1) enhanced community
awareness of the school, (2) developed
financial support, and (3) had the school
viewed by vounger parents as a viable
educational alternative for their
youngsters.

Regarding the first goal, we certainly
received excellent media coverage.
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Informal reports from community residents
seemed to confirm our belief that the
school is now receiving more recognition
when the neighborhood events and
matters are discussed. The birthday party
helped us regain our prominent position as
a neighborhood "anchor." We concluded
that TV coverage was critical to our
success.

The second goal, to enhance financial
support, was certainly achieved in the
short term. In the long term, our creativity
in using our guest register (containing the
names and addresses of aill alumni,
residents, and visitors who attended the
birthday party) for future fundraising will
be an important test of our efforts.

Since the big event, the school has been
quite successful in obtaining funding
support for academic programs from
foundations. @ We concluded that our
ability to conduct the birthday paity
successfully helped us to establish a good
track record with funders.

Goal Three, to establish the school as a
viable alternative to other public and
private schools, has been an overwhelming
success, as evidenced by the increase in
enrollment of neighborhood children, and
by the informal comments received by new
parents, many of whom learned about the
school for the first time at the birthday
party. We determined that the
professionalism of the staff, the
enthusiasm of the volunteers, and the
satisfaction of current parents who were
present at the event were our keys to
success in this area.
N

Finally, the birthday party was supposed to
be fun. Everybody agreed that we




achieved this goal with flying colors!

Cecilia Landers is past president of the
Parent-Teacher Group at the Garrett
Heights Elementary School No. 212 in
Baltimore.
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DEVELOPING AND MAINTAINING
A SCHOOL PARTNERSHIP

Judy Wereley

The recipe for creating an effective
partnership between a school and a
business, or any other type of community
organization, is really more like a
blueprint for a happy marriage than a
formula for a quickly enjoyed culinary
treat. Partnerships are designed to last for
a long time. They take careful planning
and a sincere commitment to work
together toward mutual goals, to
understand and appreciate differences, to
evaluate progress and to make changes as
new needs arise.

GETTING STARTED

Just as a successful marriage depends
upon a certain amount of self-knowledge
before the spouses choose each other, a
good partnership requires that both the
school and the prospective partner
undertake a bit of self-study before
plunging into a partnership. The business
partner may refer to this phase of the
school’s preparation process as a needs
analysis and to their own internal review
as a resource review.

Business partners sometimes tend to speak
a slightly different language than do
educators. They are into "Quality Circles"
and "Total Quality Management" or
"TQM". Educators, on the other hand,
have been known to completely mystify a
would-be partner with their own jargon
concerning Chapter I funds, ARD

procedures and DEC classes. With some
exposure, however, both partners soon
come to easily translate unfamiliar terms
into comparable concepts.

Let us take a moment though, to clearly
acknowledge that when we talk about
partnerships, we are often dealing with
relationships between different cultures
where a good deal of effort must be
expended, at least in the beginning, to
understand the nature, operational
methods, resources, limitations, and
aspirations of the prospective partner.

The business or organization that agrees
to become your school’s partner wants to
be sure that what you expect is realistic
and doable. For example, a nonprofit
hospital may be a ‘vonderful partner to a
school that is looking for help with career
education or curriculum enhancement in
the areas of health and science, but a
disappointing one for a school expecting
the donation of computers or help with
providing busses for field trips.

To put it simply, the preparation stage of
this partnership recipe suggests that the
school cught to conduct a self-study to
identify its strengths and limitations. A
prospective partner will be depending
upon the school to provide the initial
agenda for the partnership. It is important
that the principal and others on the school
team have a clear idea about what they




are doing well and where they need help.

The first meeting with a potential partner
should be an opportunity for both sides to
provide honest information about their
respective organizations so that each can
decide whether their needs and resources
complement each other. Partnerships take
too much work to be entered into lightly.
Obviously, in identifying needs, it is helpful
for the school to suggest a broad range of
desirable options requiring the
commitment of varying levels of human
and financial resources, giving the business
a range of possible ways to respond
positively.

Many schools maintain an ongoing
comprehensive wish list. It can be useful to
share this list with a partner if the list is
put into priority order and related to
specific instructional goals. However, if the
school’s ONLY identified need is funding,
it is probably a grant rather than a
partnership that you should be seeking.

WHAT IS A SCHOOL PARTNERSHIP?

The following is one commonly acéepted
description of a school partnership:

A PARTNERSHIP is defined as a mutually
supportive  relationship  between  two
organizations in which the partners commit
themselves to specific goals and activities
ultimately intended to benefit students.

Partnerships may be open-ended or
optionally renewed at some agreed upon
interval. Personal interaction between the
partners is usually an important feature of
the arrangement.

There are some key elements that make a
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partnership different from other support
relationships your school may have. Most
partnerships involve the investment of
human as well as physical and/or financial
resources.

A partnership is usually a relationship that
is expected to continue over a significant
period of time. It is mot a one-time
donation or presentation. As valuable as
these may be, they are not partnerships.
When funding occurs in a partnership, it is
most often in the context of some mutually
planned activity or goal rather than as an
intervention from an external source.
Funding, while always welcome, is seldom
the main focus of a healthy partnership.

Another important feature of a school
partnership is that it is a two-way
relationship. The most obvious
contribution the school can make to its
partner is the preparation of able students
for the v orkforce, as well as positive
public recognition of the partner’s efforts
and contributions. Many schools find
other innovative ways to benefit their
partners. Offering the school auditorium
for business meetings, decorating the
partner’s establishment with student art
work, or having students perform at some
corporate affair, are but a few. The
school should always be alert to ways it
can give something back to its partner.

OUTREACH: HOW TO INTEREST A
POTENTIAL PARTNER IN YOUR
SCHOOL

Once you have your partnership goals
firmly in mind, outreach can be
accomplished in several ways. Some needs
may most easily be met by the businesses
and organizations in your local school
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neighborhood. A good beginning is to plan
a neighborhood canvass or walking tour to
make sure you are aware of all of the
resources available. Parents and older
students can help with this task. You
might want to assign interested classes
different areas of the school neighborhood
to check out. At this point, you are not
asking that any contact actually be made.
You are just gathering information about
potential targets.

Once you have your list of businesses and
organizations identified, a number of
strategies can be used to make your
potential partner more aware of and
interested in your school. A
straightforward letter of invitation from
the principal or PTA president will
sometimes work. Frequently though, it’s
necessary tQ use a little more creativity to
get the kindvaf response you want. Here
are some ideas that have worked.

» Have students interview area residents
and business owners to do an oral history
of the community. Solicit local business
and community support to publish and
distribute it. (Of course, as always,
students’ security must be kept in mind as
you pursue these interviews.)

# Arrange for groups of students to visit
area businesses. Do a display in the
school lobby featuring a different business
each month. Invite the owner and
employees in to see the exhibit featuring
them.

» Write a clever "want ad" for a partner.
Publish it in your local community
newspaper or on a flyer to be delivered to
local businesses and organizations.
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Once you have members of your
community involved with your school, it is
much more likely that they will accept
your invitation to establish a continuing
partnership.

If your identified needs indicate that you
really should be seeking a relationship
with one of the larger businesses in the
metropolitan area, it is always worth trying
a direct letter from the principal to the
chief executive of the company you have
in mind, especially if you have done your
homework and can state your case
convincingly. Many school systems,
however, have identified a central office
staff person who may be able to assist you
in making such a contact. That person
should be aware of which companies are
already committed to other schools.
Knowing this may save you time and effort
and allow you to direct your appeal where
it will have more likelihood of succeeding.
Help may even be available through a
local partnership committee to recruit a
suitable partner for you. In Baltimore
City, for instance, many schools have filed
formal partnership applications detailing
their partnership needs. A roster of
schools seeking partnerships is maintained
and used to direct potential partners who
either self-refer or are recruited by
members of a Partnership Advisory
Committee to appropriate schools. The
name and phone number of the person
responsible for partnerships in your school
district can be obtained by calling your
local or state department of education.

If you are successful in finding a partner
on your own, be sure your central office
contact is aware of it so that your partner
will be included in any recognition
activities that are centrally planned. Many
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school systems have ceremonial documents
available to formalize your partnership.
The kick off of a new partnership can be
an excellent opportunity to invite media
recognition. Again, your central office
coordinator may be able to help you with
some of these details.

MANAGING YOUR PARTNERSHIP: THE
CASE FOR A SCHOOL-BASED
PARTNERSHIP COMMITTEE

You have now identified your new partner.
The commitment has been made, and it is
time to get down to the important business
of building a good working relationship.
Although some principals function very
well as the "Lone Ranger" in their
} rtnerships, most productive partnerships
are managed by a Partnership Committee.
This committee is usually made up of the
principal, one or two interested teachers
or counselors, a parent, and often, an
older student.

One person on the school staff and one

person representing the partner
organization should be designated the
official contact persons for the

partnership. It will be their responsibility
to convene the meetings and see to
necessary implementation details on each
side of the partnership.

It is critical that the principal of the
school and the chief executive of the
partner organization show strong
commitment and act as cheerleaders for
the partnership. It is not necessary that
they maintain day to day management of
the partnership as long as they provide
continuing support to those they have
charged with that responsibility. For
instance, a teacher who is managing a
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partnership needs access to a telephone
and time to make and return calls during
business hours.

Volunteers who come to the partner
school on behalf of a business should be
recognized and rewarded for their "extra
mile" undertakings and not penalized by
their managers for being absent from the
worksite. A recent survey of working
partnerships indicates that most
partnership committees meet at least
quarterly with many meeting monthly.

What do members of the partnership
committee do? They plan and coordinate
the work of the partners in the school.
They publicize partnership events to the
entire school community and avert
potential partnership problems such as
having a cadre of tutors show up at the
school to find their students away on a
field trip. They also serve as a conduit for
new program planning and requests for
support to the partner.

Nothing makes partner volunteers more
uncomfortable than being besieged from
all sides with special appeals every time
they come to the school. A good rule of
thumb to avoid such a situation is to
channel requests through the principal and
the partnership committee. The
committee should be aware of the
partner’s annual budget and planning cycle
and have the opportunity to prioritize
requests to the partner in accordance with
the school’s most important objectives.

Most strong partnerships begin with a few
carefully planned activities to give both
sides a chance to learn how to work well
together. It is important to pin down who
is responsible for what, when and where




the activity will take place, and which
students will be involved. When initial
endeavors are successful, both partners are
encouraged to take on more complex
commitments.

HOW DO YOU KNOW IF A4
PARTNERSHIP ACTIVITY IS
SUCCESSFUL?

Another important role for the partnership
committee is the evaluation of ongoing
programs. Often, evaluation is the weakest
part of a partnership program. In the
enthusiasm of planning and getting started
on an exciting new venture, little thought
is given to how the partners will decide
whether what they are doing is achieving
the expected outcome.

As schools and businesses commit more
and more resources to their partnerships,
it is important that they know whether or
not their time and energy is paying off.
While some partnership activities such as
mentoring may be difficult to evaluate
because changes are very personal and
occur slowly, in many instances there are
some fairly simple ways to evaluate
progress. Attendance data and grade
improvement are two frequently watched
indicators for many types of academic
enhancement and incentive programs. Two
helpful reference books on evaluating
partnerships are listed at the end of this
article.

Evaluation should not be allowed to choke
the life out of your partnership, but at the
same time, with staff changes occurring as
rapidly as they are today on both sides of
the partnership, new managers have the
right to expect some evidence that existing
commitments should be continued.

Conversely, if a partnership activity turns
out to be nothing more than a public
relations device, and sadly, occasionally
some do, school personnel need some
objective information on which to base the
decision to discontinue certain activities.
Evaluation is a sound practice all the way
around and an important ingredient in
your recipe for partnership success.

SUMMARY

Partnerships can provide a variety of
highly valued enhancements in our schools.
Common among these are:

# instructional enrichment such as tutors,
guest speakers, expert demonstrations, and
field trips;

# career education, including industry -
generated curricula, shadowing
opportunities, work-study and summer
jobs;

# opportunities for staff development;
# public relations expertise;

# assistance with parent outreach and
support;

# sponsorship of various academic,
cultural and athletic events;

# provision of targeted incentive and
award programs;

# the donation of services, equipment and
supplies.

The recipe for partnership success
includes the following "Helpful Hints" for
working with a business or community




partner:

» Know your school’s strengths and
weaknesses. Be ready to prioritize needs
and target available resources in relation
to your school’s short and long term goals.

# Be creative in your outreach for a
partner.

# Identify a strong partnership team with
broad faculty, parent and student
representation.

% Appoint a dependable person as your
school’s coordinator.

# Assure strong principal support.

xEstablish guidelines to screen and
coordinate plans and requests.

#Determine a method for evaluating
partnership activities and providing
feedback to your partner.

# BE SURE TO THANK YOUR
PARTNER PUBLICLY AND OFTEN!

SOME HELPFUL REFERENCES ON
BUILDING AND MAINTAINING
PARTNERSHIPS
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FUND RAISING:
THE AUCTION

Hillary Jacobs, Naomi Samuels, and Sherri Levin

Does your Parent-Teacher Organization
need to raise more funds? Does your basic
candy sale and PTA dues cover only the
basics? Are your parents interested in
doing more for the school, like purchasing
classroom materials, gym mats and
developing a computer program? If so,
then an auction might be right for you.

The following recipe describes an evening
fund-raising party, where items donated by
businesses, retail shops, and individuals
(including parents) are put up for sale to
the highest bidder. Our first auction
evening in 1990 consisted of a dinner
buffet, a silent auction, a live auction, and
other entertainment (e.g., a band, fortune
tellers, and strolling musicians).

BUDGET

F= The ticket price for the event should
cover food, entertainment, and any
charges related to room rental.

EF= The ticket price also may be a

sensitive issue depending on what
parents can afford to spend on a night out.
Because of concern that the tickets were
priced too high the first year, we sent out
a questionnaire to all parents as we
planned our 1991 auction, giving them a
range of prices from which to choose, and
indicating what each price would buy (e.g.,
dessert only, bull roast, full dinner, etc.).
That way each parent had the opportunity
to voice his opinion -- it was a democratic
approach.
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P= Since this is a fund raiser, it is

important to get as many of your
party needs donated as possible. This
might include getting the party room
rental for free, or the printing of the
invitations at no cost. School parents may
be graphic designers who can create
invitations and signage, or maybe a parent
is in the printing business and you can get
a substantial discount. Are there
musicians in your community? Have them
donate their services to entertain!

VOLUNTEERS

= The more the merrier! It is

necessary to have a core steering
committee to oversee all plans, and to
make sure that the plans are properly
implemented by volunteers.

F=— The areas in which volunteers are

needed include: soliciting auction
items; picking up (or securing contracts
for) donated items; decoration planning;
invitation listing and addressing; auction
invitation and program copy Wwriting;
advertising sajes for the program book;
distribution of the program book before
the event; set-up on the day of the event;
registration; checking out (collecting
money for purchased items and preparing
receipts); and clean up.

PLANNING THE EVENT

You should establish a firm date for the

1'6




g auction at least six months before
the event. This will

allow ample time to solicit

and pick up auction items [/f/ %

and arrange the particulars of

the event. “ 13K

F— Investigate party rooms in your
neighborhood, as well as local
caterers. Keep in mind the following:

o The size of the room must accomodate
the number of people expected (you might
even consider the school gym).

o What the room rental includes (tables,
chairs, linens, trash removal, etc.)

o Caterers can be expensive! Before even
speaking to a caterer, determine what your
admission cost will be so that you can
determine what you’ll be able to afford to
spend. Consider buffet dinners, pot luck
suppers, a bull roast, or an event where
only dessert is served. Remember, the
purpose of the auction is to make money.

o Do you want to serve wine, beer, or
liquor? Does the location you've selected
have a license? If not, you’ll have to get
an appropriate license from your local
authority.

g— Entertainment is an extra for an
auction. See what kind of talent is
available in your school and community--
and maybe they will perform for free.
Taped music is another possibility.

P= Decorations are fun, and may be

necessary depending on the
condition of the party room. Flowers in
particular are nice, but can be very
expensive. Decorations should be the
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smallest item on the budget, and is the
first item that should be deleted if the
budget gets tight. Focus your efforts on
decorating the tables where auction items
will be displayed.

Contact a local auction house to
donate the services of an auctioneer
toc run the live auction.

g= Invitation and invitation lists are the
heart of a successful event...

o The invitation list should include all
current school parents, plus the parents of
last year’s graduates, and those of any
incoming students. Also include people
active in your community and any
additional suggestions from school parents.

o The mailing includes an invitation, a
response card and a return envelope with
the school’s address printed on it. Our
envelopes were hand-addressed. This was
a bulk mailing (over 200 pieces mean that
you pay less postage--see your local post
office for more information), and was sent
out six weeks in advance.

o All school staff members were given one
free ticket to the event

OBTAINING AUCTION ITEMS

F= A letter containing an auction form

and discussing our school’s needs
was bulk mailed to a list of shops, services,
and individuals.

g Three weeks after the mailing we

began making follow-up phone calls.
Some made donation commitments, and
asked us to pick them up, some said call
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back, some said send another letter, and
some said no. Don’t give up on the phone
calls. Persistence pays off!

g= Collecting items or signed donation

forms (used for gifts certificates,
restaurant donations, etc.) should be done
as soon as someone says yes. Some forms
or items will be sent directly to the school.
Most will not. It is up to your volunteers
to make these pick-ups as soon as
possible. Set aside a safe place at the
school to store all items.

THE AUCTION PROGRAM BOOK

P The program book includes a list of

all items to be auctioned at your
event. The items are categorized (e.g.,
Dining Out, Boutique, Sports, Services)
and each is assigned a category number.
Each item is given a one sentence
description that includes the donor’s name
and estimated retail value.

F= Advertisements are sold in quarter,

half, and full page sizes.
Advertisements should be soild by your
volunteers. Ad forms should be distributed
to students to give to their parents.
Neighborhood organizations, businesses,
and others should be approached.

E= The cover of our book was designed

by the same person who designed
our invitations. The printer designed and
typeset the rest of the book. Make sure
that you proofread the printer’s gallies
several times. That is your last chance to
make changes!

F= Program books are hand-delivered
to ticket buyers one week before the
event. This allows all guests to preview all

96

items that will be up for bid at the
auction.

MONEY COLLECTION

P=— All monies collected for this event,

from ticket sales, advertising
revenue, and auction proceeds shoulc be
turned over to your treasurer or other
assigned volunteer. One person should
ultimately be responsible for all
collections.

Speaking of money, please don’t forget
that when your patrons purchase auction
items, they are making the check payable
to the school. And since they’re paying
the school, their contributions are tax-

deductible to the extent permitted by law.

RESPONSES TO THE INVITATION

B= Select one person to be responsible
for maintaining ticket sale lists and
turning money over to the treasurer.

EF=— A list of all attendees should be
prepared for check-in at the
registration desk at the time of the event.

THE EVENT!

J= Set-up the morning of the event

includes having volunteers arrange -
all silent auction items by category on
tables with bid sheets and pencils.

F= Decorations should be put in place
at this time. Tables and chairs
should be arranged as necessary.

B When the guests arrive, they will be
greeted by volunteers manning the




registration desk. Names will be checked
off of a master ticket sales list for those
that have already paid. If they haven’,
money will be collected at this time. Bid
numbers are assigned on the back blank
cover of the program book. Bid numbers
are used as account numbers, so that
when items are bid, you will know who
will owe money at the end of the evening.
Bid numbers make it easy to add up
purchases by account number.

F= The silent auction can take place

before dinner and while food is
being served. The items and the bid
sheets are arranged by category. The
bidder writes his number and amount of
his bid on the bid sheet, which already
indicates the minimum or opening bid.
Each new bid must be written on the first
available blank line and must be higher
than the previous bid by the minimum
increment indicated. At the close of the
silent auction, bid sheets are collected.
The account number and amount of the
highest bid on the sheet is circled and
submitted to the cashier.

B= The live auction is run by the

auctioneer. The items selected for
this auction should be those most in
demand, with a minimum value of $40.00.
To enter a bid in the live auction, the
bidder raises his number (written on the
back of the program book). Bids should
be made promptly. The highest bid
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acknowledged by the auctioneer will be
the purchaser. In the event of any dispute
between bidders, the auctioneer shall act
for the PTO in determining the successful
bidder, or will re-sell the item in dispute.

F= All sales at the auction are final.

There are no exchanges or refunds
(remember, this is not a store, it’s a fund
raiser!!). All items and certificates must
be paid for in full by cash or check at the
conclusion of the auction.

E= Bills for all items purchased at the

silent auction are prepared during
the live auction. Bills are compiled by
account number, i.e., the number assigned
to each bidder or family. Live auction
items that are purchased are noted by a
volunteer and added to the silent auction
bill. At the end of the auction, all items
are picked up at a cashier booth. The
attendee gives the cashier his number, and
a bill is produced. Once the person pays
the bill, his purchased items are given to
him after having been grouped together by
volunteers.

Good Iuck on your auction!

Hillary Jacobs, Naomi Samuels, and Sherri
Levin are parents at the Mount Washington
Elementary School, PS 221, in Baltimore
City.
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WRITING GRANTS

Carl S. Hyman

“You've got a bright idea!! I only wish we
could afford to carry out this project."
That’s usually what y

. [ l .
\

people say to you when . _ 7

they want you to execute . (( -

a project but may not be  ~ -~

able to give you the -7
resources to get it done.
Don’t get mad -- GET
YOUR OWN RESOURCES: Write a
Grant!

A grant is a gift that someone (a person,
neighborhood association, the government,
a foundation, etc.) gives you to carry out a
worthy project. Grants can help you get
new books and audiovisual equipment,
repair musical instruments, get computers,
or try some unique instructional program.
No matter how much or how little money
or support you need, putting together a
grant application can be fun and easy.

The following recipe discusses the contents
of a grant proposal. By following the step-
by-step instructions, you will be well on
your way to writing a good proposal. It’s
suggested that you read this whole recipe
first. Then go back and look over each
part of the grant-writing process (each
part is noted by a check mark). For more
detailed information on topics such as
evaluations and budgets, consult the index.

iug

The first step in the grant-writing process
is to get your ideas out of your head and

GATHER YOUR THOUGHTS
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on to paper. Remember, your goal in this
step is NOT to write an encyclopedia.
Instead, you want to take a page or two to
describe your ideas about:

m What you want to do.

® Why you want to do it.

® Who will be involved.

m When the project will be done.

m How it will be accomplished.

During this step, you may find that the
more you reflect on what you rthink you
want to do, the better the ideas that
emerge will be. On the other hand, you
may discover that your concept has to be
totally re-designed to work properly in
your school or community.

At this stage, you also want to give some
thought to how much your idea might cost,
and who may be willing to pay for it.
However, don’t ever make the mistake of
worrying about where the money is going
to come from before you've completely
thought through your ideal program.

(% g

One of the most important reasons for
writing down your idea is to be able to
"sell it" to other people who are going to
be part of the project. Depending on the
nature of the proposal and who you
represent, this may be as simple as
gathering fellow parents around a table for
a discussion, or as complicated as getting
your principal, his/her boss, and his/her
boss’s boss to approve (even before you

SHARE YOUR IDEA

1.0




get started).

If you’re working with a parent group or a
neighborhood association, it will be very
important to make sure that there is some
agreement about what you’re planning to
do. Remember, it’s a lot easier to sell an
idea to the school staff and the principal
when the team is 100% behind the effort.
If you are a classroom educator, consult
with your colleagues. You may find out,
for example, that your wonderful idea has
already been tried in another classroom or
school.

If you are an administrator, you will want
to make sure that the intent of the
program is consistent with the goals of
your school, and, where appropriate, the
school system. Approval of a grant
concept may be mandated by the school
system in certain jurisdictions.

E GET YOUR TEAM
TOGETHER

Terrific! Everyone loved the idea, and they
want you to get started on the grant
proposal immediately. NOW WHAT?

Now, you have to actually write a
proposal. A proposal is just like a concept
paper, except that it is much more
detailed. We’ll get to that in a minute.
First, you need to get together a grant-
writing team.

You've heard the
expression the more
the merrier. Well,
forget it -~ it’s just
the opposite when
youre writing a
grant. The fewer

people that are involved, the quicker the
job will get done, and the easier it will be
to write a more complete and accurate
proposal.

This is NOT to say that you don’t need a
writing team -- you do. An ideal team
consists of 3 people, and NEVER more
than 5. And it is of the utmost
importance that you have the right people
on board. A school-community project,
for example, must have representatives
from both the school and the community
if it is going to work properly. The writing
team for a classroom project should
definitely include a teacher, preferably the
one in whose classroom the project will be
implemented. In other words, major "stake
holders" need to be part of the team from
the beginning.

Above all, the grant-writing team should
be able to write or at least contribute in a
major way toward putting together the
proposal. In summary, your spending time
to assemble the right team should result in
a better proposal and therefore, more
success in getting funded.

(ug

WRITE THE PROPOSAL

Every grant proposal is like a fingerprint --
no two are alike. Some funders have a
special form that they want you to use
when applying for funds. Others don’t.
This recipe includes all of the major
components that you'll need to complete
almost any proposal. If you answer each
of the questions under each heading
below, you will have gathered all the




major parts needed for a complete grant
application. = You'll find this format
especially useful even if you find out that
a special application needs to be
completed at a later time.

PROPOSAL SECTION #1: BACKGROUND AND
STATEMENT OF NEED

In this section, you will be giving
information on why the project is being
proposed. (There is obviously a need for
the project or you wouldn’t be reading
this!) The key here is deductive
reasoning. That is, you’ll want to describe

‘a general condition that exists in the world

(example: we are moving into the
information age and kids are unprepared)
and relate this condition to a particular
issue in your school (we don’t have encugh
computers). The following questions
should be answered in this section of the
proposal:

What is the Problem to be Addressed?
Here, you’ll want to make a case for doing
your project. What is it that needs fixing?
What will happen if it doesn’t get fixed? If
nothing necessarily needs to be fixed, what
creative, new idea are you addressing? Are
there any well respected educators,
business people, or scholars who have
written anything on the subject that
supports your view? If so, it will be useful
to say so in this section by quoting
newspapers, magazines, oOr research
papers.

What Is the Need for the Service or
Program? This is where you describe
how your school’s population
characteristics, equipment situation,
faculty, physical plant, etc. lend themselves

100

to the issue at hand. Continuing with the
computer exampie, you would want to
describe the ratio of computers to
students, the preparation of the staff (or
lack thereof) to teach computer
technology, and how the academic
achievement of your students will be
affected. Does research show that poor
students benefit greatly from computer
use? If your school has a large portion of
lower-income students, you will want to
include this type of information here.

What is the Capacity for the Service or
Program? We all have a tendency to
describe gloom and doom. When
answering the question above, you’ll
probably spend a great deal of time
writing about how terrible things are
(which, after all, is why you’re writing a
proposal). However, the people who give
you money also want to know that the
dollars they invest will improve the
situation. They will want to know why
your project will be successful. Capacity
refers to the strengths of your school,
community, etc. that will make the project
work. In our computer example, you
would want to describe the enthusiasm of
the students, the (qualifications of the
faculty, and the support of the community
and the school for the program.

What Population Will Be Served?

Funders are equally interested in the
“target population" to be served by the
grant. Will services be geared toward all
children, or those who need the most
help? How many kids are we talking
about? In what grade? At what reading
level? Be as specific as possible.

»y
i«\v




PROPOSAL SECTION #2:
DESCRIPTION

PROJECT

The project description is the heart of the
proposal. In this section, you will be
describing in great

detail what you

are going to do, . )

when you’re going

to do it, who is -
going to do it, and

how it will be
done. This section

will be complete
when you have
answered the
following questions:

What is the Purpose of the Project?

In one paragraph, state what this project
is all about. A simple staiement might
look something like this:

The purpose of this project is
to start a computer
technology program at the
Elm Street Elementary
School.  The project will
increase student achievement,
as measured by classroom
performance.  The faculty
will be introduced to new
management tools, thereby
increasing their classroom
productivity.

What are the Project Goals and
Objectives? First, let’s start with some
definitions; a goal is a major purpose --
what you intend to achieve. An objective
is a sub-goal, describing how you achieve
parts of the big goal. In plain English, a
goal describes how you're gd‘mg to "win
the war"; an objective describes how you
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"win the battle.” For example, a goal
would be to increase student achievement.
Associated objectives might include (a)
improving grades;(b) increasing test scores;
and (c) demonstrating proficiency on the
computer. [ Exactly how these gains will
be measured is included in the evaluation
section below }.

Goals and objectives should be written in
brief outline form. It’s no crime to have
one or iwo goals. Just remember that
everything you intend to do should be
reflected in your goals.

How Will the Project be Implemented and
Managed? In this section, you will be
describing in detail how the project is
going to work. The Daily Operations part
will tell how the program will be run on a
day-to-day basis; this includes who will do
what, how it will be done, and when.
Spend a good deal of time on this part --
make sure it’s realistic, given the
volunteers, staff, and othker resources that
you have. Pretend that the project has
started and you are in charge. Does it
work the way that you had planned?

The Training part should discuss training
needs, if any. This is very important. In
our computer example, a very well defined
project will not work without staff
preparation (and that’s even before the
actual project gets off the ground).

Finally, it is wise to include a Time Line in
this section. This will show a task and the
date by which the task will be
accomplished. Include major events, like
training, purchasing equipment, project
start date, planned media events, and
evaluation dates.

1:3




PROPOSAL SECTION #3: EVALUATION

In the eyes of some grantors, the
evaluation of the project is the single most
important aspect of the proposal. Why?
Because a foundation, person, or business
is investing resources in your project. If
your program is successful, they will want
to know why, so that the effort can be
repeated effectively in other schools and
communities.

There are many different types of
evaluations. Most larger foundations are
very specific about the format and content
of the evaluation. [ For specific
information on evaluations, and assistance
in doing them, consult the Table of
Contents and Index].

How Will the Goals and Objectives be
Measured to Assure That the Project
Achieved Intended Outcomes? The best
place to start thinking about your
evaluation is to look back over your goals
and objectives. In our computer example,
we said that we would "increase student
achievement" and went on to mention the
objectives of increasing test scores, grades,
and the like. Well, what do we really
mean by "increasing grades"? In the
evaluation, we are going to define how to
measure this. It might be as simple as
comparing the grades of students who use
the computer against those who don’t, or
comparing students’ test scores at the
beginning and end of the year. You will
be attempting to show that your project
made a positive difference.

Each objective should have a
corresponding evaluation measure. The
object is to be able to set up a situation
where you will be able to demonstrate that
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something changed positively as a result of
your effort. The evaluation process starts
as soon as your project begins. This is why
it is so important to have your
measurements in place from the very

beginning.

How Will the Evaluation be Used to
Improve Future Outcomes? Evaluations
can provide a lot of geod information, so
it’s wise to let 'the funder know what you
intend to do with the data once you've
collected it. Usually it will be used to help
you improve your program after the grant
has ended. The results might also benefit
other schools or communities. Will you
share your results? With whom? And for
what reason? Be as specific as possible.

PROPOSAL SECTION #4:COMMUNITY
INVOLVEMENT/ORGANIZATIONAL CAPABILITY

Another thing that most funders want to
know is that the money or resources given
will be spent efficiently. In other words,
can your project "kill two birds with one
stone?" In our computer example, a
proposal that includes late afternoon
classes for the community (older adults,
girl scouts, etc.), or shows how the city
literacy office or library will be involved in
planning or implementing your project,
will be a real plus.

If you do plan to have community or
agency involvement, make sure that you
state why cooperation is important and
how their input to the project will be
made. A “steering committee", composed
of community, school, and agency
representatives, is one suggested method.

Organizational Capability. You and one
billion other people are writing a grant at

1.
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any given time. That’s why it’s important
to show why your proposal is especially
worthy. The proposal writing team should
spend some time discussing the following:

How Does This Project Fit In With the Goals
of the School, School System, and
Community? Explain how your project fits
into the overail plan for improving your
school and community. Get a copy of the
school’s and school district’s goals and
mission statement. Show how your project
works in concert with the plan. Also
indicate why your school, community,
parent association, etc. is the best place or
organization to implement this project.

PROPOSAL SECTION #5: THE BUDGET

DON'T PANIC!
The budget section
is, by far, the
easiest section of
the proposal to
write. Answer
these questions:

Did You Ask for Everything That You
Need? The first task is to make a list of
everything that you will need to make the
project work. This includes salaries (and
benefits), equipment, materials, and
supplies. It also may include money to
train staff members or residents. Don’t
make the common mistake of setting a
budget and the